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1 INTRODUCTION

1.1 Purpose

The Corporations and Charities System Staff Console User Stories document captures details
of how users will perform common activities in the Corporations and Charities System. Most of
the user story descriptions employ wireframe images to illustrate the user activities, while other
user stories present descriptions of system back-end functionality that supports the activities.

1.2 Scope

The Corporations and Charities System as designed will not limit users to the particular user
stories depicted in this document. These user stories are intended to provide a solid but not
exhaustive overview of the activities expected to be supported by the system.

1.3 Resources

The user stories contained in this document are based upon:

Information gathered during numerous deep-dive sessions with Corporations and
Charities Division staff to observe current business processes;

Identification of common problems with current processes;

Desired changes to current processes that have been expressed by management and
line staff;

Industry best practices; and

Feedback received from Corporations and Charities Division staff during initial wireframe
reviews.

1.4 Constraints and Considerations

The following constraints and considerations apply to the user stories presented in this
document:

As a rule, each wireframe is presented only once in this deliverable, though there are
instances where a wireframe appears multiple times either with variations, or to point out
a screen element that was not described in an earlier user story that contained the
wireframe. Most user stories contain one or more references to wireframes presented in
earlier user stories.

Most wireframes contain only dummy data except when it is necessary to show realistic
data. For example, most ID numbers and dates are comprised of all zeros. Additionally,
the order and item ID number formats shown in the wireframes do not necessarily reflect
what those formats will be in the final system.

Staff Console User Stories.Docx 1
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1.5 References

The following references were used in the development of the Staff Console User Stories
document:

o Observations and notes taken during deep-dive sessions with division staff.
e Notes taken during meetings with senior staff.
¢ Change requests and additional information received from division senior and line staff
during initial wireframe reviews.
1.6 Document Maintenance

This document will be updated during the project period should Corporations and Charities
Division identify any desired changes to its future business processes.

This document contains a revision history log. When changes occur, the document’s revision
history log will reflect an updated version number. The date, the owner making the change, and
the change description will also be recorded in the revision history log.

Staff Console User Stories.Docx 2
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2 RECEIVE USER STORIES — MAILED FILINGS

This section presents user stories for Receive activities performed by users as they process received paper mail.

2.1 User Creates an Order with One Item and One Payment — No Exceptions

2.1.1 Description

User Story #

Story Action

uS001

A user receives a piece of mail containing one filing and one payment. The user creates a new order, adds the
item to the order, and enters the payment information. The payment amount matches the item cost.

Staff Console User Stories.Docx
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2.1.2 Wireframes
2.1.2.1 Create New Order
Receive Fulfill Admin Reports Search
Current Order
Orders Welcome Jerry! You have no current orders.
Exceptions/Holds RECEIVE DATE: [ 5o/00/00 (Today)

The default view for mail processing staff is the
Current Order tab. The user starts the order creation
process by clicking the Create New Order button on
this tab (see arrow).

Other elements on this tab include the Pending
Order button, the current batch count data and
buttons for ending the batch and closing all batches,
and the Receive Date field.

Create New Order _

Pending Crder

CURRENT BATCH #: 1

TOTAL ORDERS: (0) TOTAL RECEIVED:

Total Expedited Items: (0)

PAYMENT TYPE ORDERS

CASH: ]
CHECK: 0
CREDIT: ]
M-0: 0

TOTAL BATCHES: (0)

01/01/01

TOTAL

$0.00
$0.00
$0.00
$0.00

TOTAL ORDERS IN ALL BATCHES: (0)

1. Smith

£0.00

View Batches

End Batch

Close Batches

Staff Console User Stories.Docx
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When the user clicks
Create New Order,
the system displays a
blank order page. By
default, the page
contains data entry
areas in which to
enter the service or
services being
purchased by the
customer (referred to
as work items, or
items for short), and
for recording the
customer’s payment
information.

In this user story, the user enters a single item that is paid for with a single payment. If the customer already has an entity ID, the user
enters the ID in the field provided. When the user tabs out of the field, the customer’s entity name is auto-filled (and read-only), and the
entity’s category and subcategory are auto-filled (but editable). The user selects the service being requested (e.g., an annual report), after
which the system displays the cost of the service and the balance due. The user clicks Print Barcode to print a barcode sheet for the filing
document. This barcode is used to index the document to the work item in the system during scanning.

The user then enter’s the payer’s information in the field provided. The user then selects the payment method (Check, Credit Card, Money
Order, or Cash). For Check or Money Order, fields are displayed for entering the check/MO number and date, and an Endorse button is
displayed. The user places the check or money order in their validator machine and clicks Endorse to endorse the payment. For Credit
Card, fields are displayed for entering the name on the card and the card number. The user then types the enclosed payment amount in
the Payment Amount field. When the user tabs out of the field, the system re-calculates the balance due. In this user story, the customer

7/16/2015
2.1.2.2 Enter Entity and Item Details and Payment Information
Receive Fulfill Reports Search
Current Order R TOTAL $ 0
ORDER: 000-000 Receive Date: 00/00/00 g
Orders Item: 3570001
Exceptions/Holds
AMOUNT: 30
{Optioral)
Categary Subcat
Exception Expedite
Add/view Notes Print Barcode Add Item
Payment Information Balance Due: $0
Payer Name Payment Method
Address 1: Payment Amount § Delete Payment
Address 2:
Zip: City:
Country: | United States Add Payment
Complete Order Cancel Order

has paid in full and the balance due is $0. The user then clicks the Complete Order button.

Staff Console User Stories.Docx
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2.1.2.3 Complete Order

Current Order
Orders

Exceptions/Holds

Receive

When the user clicks Complete Order, the system closes
the order form and the default view of the Current Order
tab is displayed. The just-completed order is reflected in
the batch information shown on the tab.

Admin Reports

Welcome Terry! You have no current orders.

RECEIVE DATE: | 00700700 (Today)

Create New Order

Pending Order

CURRENT BATCH #: 1 01/01/01 J. Smith

TOTAL ORDERS: (1) TOTAL RECEIVED: $ 180.00
Total Expedited ltems: (0)

PAYMENT TYPE ORDERS TOTAL

CASH: 0 $0.00
CHECK: 1 $ 180,00 View Batches
CREDIT: 0 50.00
M-0: 0 $0.00

End Batch
TOTAL BATCHES: (1)
TOTAL ORDERS IN ALL BATCHES: (1) Close Batches

Search

Staff Console User Stories.Docx
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2.1.3 Non-Ul Requirements
2.1.3.1 Entity ID is Leveraged
When an entity ID is entered for an item, the ID is leveraged in two ways:

1. When applicable, the system will auto-fill form fields with the latest data on file for the entity.
2. The ID can be used to locate the item in the system even before the item has completed the Fulfill process.

2.1.3.2 Entity Name is Leveraged

When an entity name has been entered for an item (automatically or manually), the entity name can be used to locate the item in the
system even before the item has completed the Fulfill process.

2.1.3.3 Completed New Order Items are Placed into a Pending State

Once a new order is completed, its work items are placed into a pending state in the system, where they wait for their corresponding
paper documents to be scanned.

2.1.3.4 Barcode Sheet Includes Human-Readable Text

In addition to the barcode, the barcode sheet contains human-readable text. The specific human-readible to be included will be
determined by SOS, based on what information will be most useful to SOS staff.

2.1.3.5 Scanned Documents are Automatically Indexed to Work Items

When each work item is entered into the system, the user prints a corresponding barcode sheet that is placed on top of the
document associated with that item. When the document is scanned, the scanning software reads the barcode and automatically
indexes the document image to the work item. Once the system pairs a work item with a document image, the work item is released
from its pending state into either the Fulfill or Exception worklist for processing, depending on whether or not any exceptions were
found in the item or order during the Receive phase.

Staff Console User Stories.Docx 7
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2.2 User Creates an Order with Two Items and One Payment — No Exceptions
2.2.1 Description
User Story # Story Action
us002 A user receives a piece of mail containing two filings and one payment. The user creates a new order,
adds the items to the order, and enters the payment information. The payment amount matches the item
cost.
This user story is representative of any scenario in which an order contains multiple filings.

2.2.2 Wireframes
2.2.2.1 Create New Order
The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.2.2.2 Enter Item Details for First Item
The user enters the item details for the first work item, as already detailed in Section 2.1.2.2 on page 5.

The user then clicks the Add Item button.

Staff Console User Stories.Docx 8
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2.2.2.3 Add Second Item and Payment Information
Receive Fulfill Admin Reports Search

Current Order ORDER: 000-000 Receive Date: 00/00/00 TOTAL: 50

Orders Item: 3570001 ENTITY NAME UBI# 000-000-000

Exceptions/Holds Category Subcategory Service

Expedite AMOUNT: 50 =
. I : 3570002

When the user clicks Add Item o
on the first item, a new item JELEm acct | [entty name o AMOUNT: 50
section is added and the section Casemary scatcgory
for the first item is partially Exception
collapsed to save vertical space
on the screen. The first item can
be eXpanded again by CliCking AddAiew MNotes Print Barcode Add ltem
its expander button (see arrow).
This same behavior is repeated Payment Information Balance Due: 50
for each new item that is added
to the order Payer Name Payment Method
Each additional item is entered Address 1: Payment Amount 5| 0.00 Delete Payment
in the same fashion already Address 2:
detailed in Section 2.1.2.2 on . iy state: (WA

page 5, as is payment
information.

Country: | United States

Add Payment

Complete Order Cancel Order

Staff Console User Stories.Docx
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Receive Fulfill Admin Reports Search
This wireframe is an alternate view, showing
the first item’s section expanded again.
C t Ord -
Lrrent oreer ORDER: 000-000 TOTAL:$ 0
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or reguested name AMOUNT: §0 E]
(Optional)
Category - Subcatezory Service
—_— Exception Expedite
Add/View Notes Print Barcode
Item: 3570002
UBI, FEIN, Acct # Entity name or reguested name AMOUNT: 0
(Optional)
Category Subcatezory Service
Exception Expedite
Addview Notes Print Barcode Add ltem
Payment Information Balance Due: $0
Payer Name Payment Method
Address 1: Payment Amount $| 0.00 Delete Payment
Address 2:
Zip: City: State: | WA

Add Payment

Complete Order Cancel Order

Staff Console User Stories.Docx
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2.2.2.4 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.
2.2.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 2.1.3 on page 7.
Staff Console User Stories.Docx 11
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2.3 User Creates an Order with One Item and Two Payments — No Exceptions
2.3.1 Description
User Story # Story Action
US003 A user receives a piece of mail containing one filing and two payments. The user creates a new order,

adds the item to the order, and enters the payment information. The total of the multiple payment amounts
matches the item cost.

This user story is representative of any scenario in which an order is accompanied by multiple payments.

2.3.2 Wireframes
2.3.2.1 Create New Order
The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.3.2.2 Enter Entity and Item Details and First Payment

The user enters the item details for the work item, and the payment information for the first payment, as already detailed in Section
2.1.2.2 on page 5.

The user then clicks the Add Payment button.

Staff Console User Stories.Docx 12
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2.3.2.3 Add Second Payment

Receive Fulfill Admin Reports Search

C t Ord .
Hrrent Lroer ORDER: 000-000 Receive Date: 00/00/00 TOTAL: $ 0

Item: 3570001

Orders

Exceptions/Holds e a Ertity Mame or reatected name
UBI, FEIN, Acct # Entity name or requested name AMOUNT: 50

(Optional)

Category Subcategary Service

When the user clicks Add Fiception Sipedie
Payment on the first item, a new
payment section is added and
the section for the first payment gdoiew]Hotes Runpatcode addlitem
is partially collapsed to save
vertical space on the screen.
The first payment can be
expanded again by clicking its Payer Name Payment Method | Check Payment Amount $| 0.00 [E]-
expander button (see arrow).

Payment Information Balance Due: $0

This same behavior is repeated
for each new payment that is Payer Name Payment WMethod
added to the order.

Address 1: Payment Amount  50.00 Delete Payment
Each additional payment is Adrese
entered in the same fashion
already detailed in Section 2 o state: [ WA
2.1.2.2 on page 5. Country: | United States Add Payment
For th|S user Story! the Complete Order Cancel Order

combined payment amounts of
the two entered payments result
in a balance due of $0.
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first payment’s section expanded again.

Add/View Notes

7/16/2015
Receive Fulfill Admin Reports Search

Current Order . ) i TOTAL: $0

ORDER: 000-000 Receive Date: 00/00/00
Orders Item: 3570001
Exceptions/Holds UBI, FEIN, .L.:tctf , Entity nam AMOUNT: 5[0

Optional
Category Subcstegary Servics
Exception Expedite
This wireframe is an alternate view, showing the
Print Barcode Add Item

Payment Information
——

Payer Name

Address 1:

—_— Address 2:

Zip:

Country: | United States

City:

Payment Method

Payment Amaount

State: | WA

Balance Due: $0

$0.00

0 4=m

Delete Payment

Payer Name

Address 1:
Address 2:
Zip:

Country: | United States

City:

Payment Method

Payment Amount

State: | WA

£0.00

Complete Order

Delete Payment

Add Payment

Cancel Order

Staff Console User Stories.Docx
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7/16/2015
2.3.2.4 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.
2.3.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 2.1.3 on page 7.
Staff Console User Stories.Docx 15
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2.4 User Creates an Order with a Balance Due Exception

2.4.1 Description

User Story #

Story Action

uSs004

A user creates an order for which the payment amount received is less than the total cost of the order. The
user completes the order, resulting in a Balance Due exception being triggered by the system.

2.4.2 Wireframes
2.4.2.1 Create New Order

The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.
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2.4.2.2 Enter Entity and Item Details and Payment Information, System Displays Balance Due
Receive Fulfill Admin Reports Search
Current Order ORDER: 000-000 Receive Date: 00/00/00 TOTAL: $ 180.00
Orders Item: 3570001
Exceptions/Holds UBI, FEIN ».ct:Dt :m“ Entity name or reguestad name AMOUNT: 5/ 180.00

Category Subcategory Service
The user enters the item and Exception Expedite
payment information as already

detailed in Section 2.1.2.2 on
page 5. Add/View Notes Print Barcode Add ltem

In this user story, the customer’s
payment ($90) iS IeSS than the Payment Information Balance Due: $ 90.00
total balance due ($180). The
system displays a warning
message below the Complete Address 1: Payment Amount §| 90.00 Delete Payment
Order button apprising the user
that the order still has a balance
due (see arrow). If the user
completes the order with a Country: | United states Add Payment
balance due, the order is moved
to the Exceptions worklist once Conpleteioider]]  |Keancelloider
the documents associated with ‘ B o i,
the order’s items are scanned

and indexed.

Payer Name Payment Method

Address 2:

Zip: City: State: | WA

Message as shown in wireframe is:
“Completing this order with a
balance due will send the order to
exception handling.”

If in this user story, the user
were to enter a second payment
of $90, the balance due would
drop to $0 and the message
below the Complete Order
button would disappear.
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2.4.2.3 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.

2.4.3 Non-Ul Requirements
2.4.3.1 Order Completed with Balance Due is Routed to Exception Handling
An order that is completed with a balance due is placed into an exception state and appears in the Exception worklist.
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2.5 User Creates an Order with an Item Exception

2.5.1 Description

User Story #

Story Action

US005

A user creates an order for an item, and when reviewing the item for completeness discovers that the item
contains an exception. The user flags the exception and completes the order, triggering an exception in
the system.

2.5.2 Wireframes
2.5.2.1 Create New Order

The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.5.2.2 Enter Entity and Item Details
The user enters the entity and item information as already detailed in Section 2.1.2.2 on page 5.
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2.5.2.3 Enter Exception
Receive Fulfill Admin Reports Search
Current Order ORDER: 000-000 TOTAL: $0
Orders Item: 3570001
When a user is entering an item, UBI, FEIN, Acct # Entity name or requested name AMOUNT: 50
the user can optionally click the o ) )
Exception link (the word — R
“Exception” on the Exception POSSIBLE EXCEPTIONS:
check box control) to open the Exception 1
Possible Exceptions modal (see Add xception 2 em
arrow), which contains a list of
possible exceptions that can exist b ayment Information Exception 3 |
on the selected item. | Exception 4
. Payer Name Payment Method
A less-experienced user can | Exception 5
review the list of possible Address 1: Payment Amount § 0.00 Exception 6 ent
exceptions and select the check U
box of any that apply to the item. A Exception 7
more-experienced user might z: e State: | WA
already know what to look for and Country: | United States close ent
only open the list if they know they
need to f|ag an exception_ Complete Order Cancel Order
Exceptions could be for particular
missing information, missing
documents, a missing signature, The exception types listed in the Possible
etc. (These are shown as just Exceptions modal could be either a static list
Exception 1, Exception 2, etc., in of common exception types that SOS wants
the wireframe. mail processing staff to check for, or the list
. could be dynamic and tailorded to the
particular service type selected, or it could be
a combination of the two.
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Receive Fulfill Admin Reports Search
Current Order ORDER: 000-000 TOTAL: $0
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity Name or Requested Name AMOUNT: 50
(Optional)
When the user C||Cks Category Subcategory Service v : .
ception edite
Close, the modal closes. ? ?
If any exceptions were
Selected, the Exception Add/View Notes Print Barcode Add Item
check box is shown as
selected (see arrow).
Payment Information Balance Due: $0
Payer Name Payment Method
Address 1: Payment Amount $ 0.00 Delete Payment
Address 2:
Zip: City: State: | WA

Country: | United States Add Payment

Complete Order Cancel Order
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2.5.2.4 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.

2.5.3 Non-Ul Requirements
2.5.3.1 Item with User-Entered Exceptions is Routed to Exception Handling

In a completed order, an item with one or more user-entered exceptions is placed into an exception state and appears in the
Exception worklist.
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2.6 User Creates an Order With a Post-Dated Check

2.6.1 Description

User Story #

Story Action

uso073

A user creates an order for which the payment received is a post-dated check. When the user enters the
check date, the system determines that the check is post-dated, displays a message to this effect, and
does not allow the order to be completed.

2.6.2 Wireframes
2.6.2.1 Create New Order

The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.6.2.2 Enter Entity and Item Details
The user enters the entity and item information as already detailed in Section 2.1.2.2 on page 5.
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2.6.2.3 Enter Payment Information
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: 30.00
{Optional)
When the user enters the Category Ey— Sarvice
check date and tabs out of the Expedite Exception
field, the system validates the
check date to ensure that it is ” " "
not later than the current date. AddiiewNotes]  [ErintBarcode] [ Addftem
If it is, the system turns the
CheCk date I’ed, disables the Payment Information Balance Due: $0.00
Complete Order button, and
d|sp|§ys a message Stating Payer Name Payment Method Check 1234567290 00/00/00 _
that the Order CannOt be Address 1: Payment Amount $| 0.00 Endorse Check Delete Payment
completed due to the check F—
being post-dated (see '
al’rOWS). Zip: City: State: | WA
Country: | United States Add Payment

Mail processing should handle
the check and the customer’s

work items in accordance with
internal business rules.

—

This arder cannot be complated dus 1o a post dated
A chack. Please check date and respond accordingly.

Cancel Order

Complete Order
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2.6.2.4 Cancel the Order

The user cancels the order and is returned to the default Current Order tab. The default Current Order tab in this case is the same as
that already seen in Section 2.6.2.1 on page 23, because the batch count data has not changed since the order was cancelled.

2.6.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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2.7 User Creates an Order With an Overpayment

2.7.1 Description

User Story #

Story Action

uso74

A user creates an order for which the customer has overpaid. When the user enters the payment amount
that is higher than the balance due, the system determines that there is an overpayment and displays a
message prompting the user to check the customer’s order for any additional items that might have been
missed.

2.7.2 Wireframes
2.7.2.1 Create New Order

The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.7.2.2 Enter Entity and Item Details
The user enters the entity and item information as already detailed in Section 2.1.2.2 on page 5.

Staff Console User Stories.Docx
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2.7.2.3 Enter Payment Information
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 180.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: $ 180.00
For this user story, the user . e _
ategory Subcategory Service
ent_ers_the payment amount, Expedite Exception
which is greater than the
balance due for the order.
. . . Add/View Notes Print Barcode Add Item
The Balance Due field indicates
that the customer has overpaid,
and a message is d|Sp|ayed Payment Information ‘ Balance Due: $ (-20.00)
below the Complete Order
. Payer Name Payment Method Check 1234567290 00/00/00
button, notifying the user of the
0verpayment and prompting the Address 1: Payment Amount $|200.00 Endorse Check Delete Payment
user to verify tha}t they_ have not Address
overlooked any items in the _ _
customer’s order (see arrows). zip: ciy: State: | WA
Country: | United States Add Payment

Mail-receiving staff can
complete an order that has an
overpayment.

This arder contains an overpayment. Chack for
A possible mizsed additional items or complate order.

Complete Order Cancel Order

Staff Console User Stories.Docx
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2.7.2.4 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.

2.7.3 Non-Ul Requirements
2.7.3.1 Overpayments Are Allowed in Corporations and Charities System

Overpayments on orders are allowed in the Corporations and Charities System, and the proper handling of these overpayments will
be performed by the Revenue System in conjunction with the Corporations and Charities System.
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2.8 User Selects a Service That Is Not Currently Valid for the Entity

2.8.1 Description

User Story #

Story Action

uso75

A user creates an order for a service that is not currently valid for the customer. When the user selects that
invalid service, the system indicates that the service is not valid, and does not allow the user to complete
the order. The system provides the ability for the user to generate a letter to the customer detailing why
the order is being returned to the customer.

2.8.2 Wireframes
2.8.2.1 Create New Order

The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.
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2.8.2.2 Enter Entity and Item Details
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or re DELINQUENT AMOUNT: 50
{Optional)
For this user story, when the Caregory subcategory
user enters the entity’s UBl WA LLC LLC Expedite Exception
and tabs out of the ID field, the
system determines that the :
CUStomer iS requesting a Add/View Notes Print Barcode Add Item
service that is not currently
valid for that entlty It could be Payment Information Balance Due: $ 0.00
because the entity is
. . Payer Name Payment Method
delinquent, or expired, or
otherwise trying to file for a Address 1: Payment Amount § 0.00 Delete Payment
service not currently available i
'[0 |'[ Address 2:
Zip: City: State: | WA

The user selects the
customer’s requested service
from the Service list, upon
which the system disables the
Complete Order button and
displays a message stating
that the order cannot be
processed (see arrows).

A supervisor will have the
ability to override this
restriction if necessary.

Country: | United States

Generate Docs

Add Payment

e Order Cancel Order

processed with an invalid item.
Please take required steps to resclve this issus.

|
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2.8.2.3 Generate Letter to Customer
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name DELINQUENT AMOUNT: 50
{Optional)
The user clicks the Generate i i *1 Documents Generated for This Item 4 _
Docs button (see arrow), WALLC Lc T e Exception
which triggers the system to celect Al [ Clear®
generate a letter to the +| Item 357001, Invalid Service Exception Letter
. . . . otes Print Barcode Add Item
customer indicating why their
order is being rejected. The
user CliCkS Print to pl"il’]t the Payment Information Balance Due: $ 0.00
letter, encloses the letter with -
y ayer Name
the customer's order and /
payment, and sends the order Address 1: Delete Fayment
back to the customer.
Address 2: View Email Print
Zip: City:

Country: | United States Add Payment

‘ Generate Docs Complete Order Cancel Order

This order cannot be processed with an invalid item.
Please take required steps to resclve this issuss.
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2.8.2.4 Void and Close the Order
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name DELINQUENT AMOUNT: 50
Once the user generates the . e .
ategory Subcategory Service
letter to the customer, the WA LLe e Expedite Exception
Cancel Order button
becomes the Void Order
button (see arrow)_ Add/View Notes Print Barcode Add Item
The user clicks Void Order to
Close the Order’ Wh|Ch is Payment Information Balance Due: $0.00
saved for future reference pager Name payment Method
(as opposed to a canceled
Order, which is discarded). Address 1: Payment Amount $|0.00 Delete Payment
The user is returned to the Address 2:
default view of the Current Zip: City: State: | WA
Order tab Country: | United States

Generate Docs

Add Payment

Void Order -

This arder cannot be processed with an invalid item.
Please take required steps to resolve this issuss.

Complete Order
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32



Corporations and Charities System Staff Console User Stories

7/16/2015

2.8.3 Non-Ul Requirements
2.8.3.1 System Tracks Which Items Are Currently Valid for an Entity

Guided by Corporations and Charities business rules, the system tracks which service types are valid for each entity at any given
point in time.
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2.9 User Processes a Returned Item
2.9.1 Description
User Story # Story Action
US006 A user receives a piece of mail containing a work item that was returned to the customer due to the item

having an exception. The item as returned to the customer included a cover sheet with a barcode and an
item number. There are three different paths to this user story, and the path followed depends on whether
the customer included this cover sheet as instructed, or else did not include the cover sheet but did include
identifying information somewhere on the returned item, or else returned neither the cover sheet nor any
information that can be used to identify the item.

2.9.2 Path A: Returned Item Has a Barcode
2.9.2.1 Wireframes
There are no wireframes for this path of this user story.

2.9.2.2 Non-Ul Requirements
2.9.2.21 User Scans the Returned Item

The user does not need to perform any action in the system for the returned item. Since the item has its barcode sheet, the user
scans the item just as they would any other item with a barcode sheet. The system indexes the returned document to the work item
in the system, and the item appears in the Fulfill worklist with a status of Review Ready.
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2.9.3 Path B: Returned Iltem Has Identifying Information but No Barcode
2.9.3.1 Wireframes
2.9.3.1.1 Open Pending Order
Receive Fulfill Admin Reports Search

Current Order

Orders Welcome Jerry! You have no current orders.
Exceptions/Holds RECEIVE DATE: | 00/00/00 (Today)
If the customer returns an exception item Reopen Pending Order X
document without the barcode sheet that was
included, but the customer still included identifying Enter the item 0. UBI, FEIN, Entity Name or other identifiying
. . . information for the item you wish te cpen, or scan the item's
information, the user can re-open the associated barceds.
order and print a new barcode sheet so that the
document can be Scanned_ Search identifying information:

The user clicks the Pending Order button on the
default Current Order tab (see wireframe in
Section 2.1.2.1 on page 4). The system displays
the Reopen Pending Order modal. The user can
search on the item ID, entity ID, entity name, or
other identifying information. When the user tabs
out of the “Search identifying information” field, the
system attempts to locate the work item, which is
in a pending state due to its having an exception.

If a matching work item is located, the system
opens it directly. If multiple possible work items
are located, the user must select the correct work
item.

Staff Console User Stories.Docx 35



Corporations and Charities System

Staff Console User Stories

Staff Console User Stories.Docx

7/16/2015
Receive Fulfill Admin Reports Search
Current Order
Orders Welcome Jerry! You have no current orders.
Exceptions/Holds RECEIVE DATE: | 00/00/00 (Today)
Reopen Pending Order x
Enter the item ID. UBI, FEIN, Entity Name or other identifiying
information for the item you wish to open, or scan the item's
. . barcode.
If multiple matching work
items are found, the system Search identifying information: | Bag
displays them on the Reopen
Pending Order modal (see SEARCH RESULTS
arrow) and the user selects Lunchbag LLC  1D-000-000-000  Order 000-000  ITEM 3570001
the desired item Baggins Drains  10-000-000-000  Order 000-000  ITEM 3570001
T
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2.9.3.1.2 Re-print Barcode
Receive Fulfill Admin Reports Search

Current Order

ORDER: 000-000 Receive Date: 00/00/00 TOTAL: $ 180.00
Orders

Item: 357001

Exceptions/Holds

VB, FEIN —-.-:-(;tpu:m“ Entity name or requested name AMOUNT 80,00

Catezory Subsstegory Service

The pending work item is re- W For Profit LLC New Formation v| Exception Expedite

opened. The user locates the
applicable item in the order
and CIiCkS the Print Barcode Addrview Notes Print Barcode Add Item
button for that item, and
clicks Complete Order to
close the order. The user
then places the new barcode Payer Name Payment Methed | Check
sheet on top of the returned

Payment Information Balance Due: $0.00

. Address 1: Payment Amount § 180.00 Delete Payment
document and scans it.
Address 2:
Zip: City: State: WA
Country: | United States Add Payment
Complete Order Cancel Order
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2.9.3.1.3 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.

2.9.3.2 Non-Ul Requirements
2.9.3.21 Scanned and Indexed Document Replaces Any Previous Version

Once scanned and indexed to the work item, if the work item already had an associated document image, the document image is
given a new version number and supercedes the previous version of that document image in the system.

2.9.3.2.2 Work Item Appears in Fulfill Worklist

Once its associated document has been scanned and indexed, the returned work item appears in the Fulfill worklist with a status of
Review Ready.

2.9.4 Path C: Returned Item Has Neither a Barcode Nor Any Identifying Information
2.9.4.1 Wireframes
2.9.41.1 Open Pending Order

The user attempts to locate the pending work item as depecited in Section 2.9.3.1.1 on page 35. In this path of this user story, the
user is unsuccessful in locating the pending the work item.

2.9.4.2 Non-Ul Requirements
2.9.4.21 Work Item is Routed to Exception Handling as Paper

A returned document for which the associated work item cannot be identified is routed to exception handling staff as a paper
document. It is not yet scanned, as it cannot yet be indexed to an item. This scenario is referred to in the Corporations & Charities
System To-Be Business Processes deliverable as a “No-ID Exception.”
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2.10 User Manually Tallies Batch Payments and the Tallies Match

2.10.1 Description

User Story #

Story Action

uSso007

A user finishes creating all of the orders in a batch and manually tallies the payments received. The
manually tallied total matches the system-calculated total received payments for the batch. The user ends
the batch in the system.
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2.10.2 Wireframes
2.10.2.1 Select to End the Batch

Receijve Fulfill

Current Order
Orders

Exceptions/Holds

When the user completes
the desired number of work
items for a batch and is
ready to end the batch, the
user clicks the End Batch
button (see arrow).

Admin Reports

Welcome Terry! You have no current orders.
RECEIVE DATE: | co/00/00 (Today)

Create New Order

Pending Order

CURRENT BATCH # 1 01/01/01 J. Smith

TOTAL ORDERS: (6) TOTAL RECEIVED: 5910.00
Total Expedited Items: ()

PAYMENT TYPE COUNT TOTAL

CASH Q $0.00
CHECK: 6 $510.00 View Batches
CREDIT: 2 50.00
Rz o $0.00

easacn | <

TOTAL BATCHES: (1)
TOTAL ORDERS IN ALL BATCHES: (6) Close Batches

Search
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2.10.2.2 Review Batch Details and Continue

Receive

Current Order
Orders

Exceptions/Holds

The system displays the
Current Batch modal. The
user manually tallies their
received payments and
compares them to the
batch totals displayed on
the screen. The user can
print these batch totals if
desired by clicking the
Print button. To close the
modal without ending the
batch, the user can click
the Cancel button.

In this user story, the
manually tallied payments
match the system-
tabulated payments.

The user clicks the End
Batch button.

Fulfill

Admin Reports

Welcome Terry! You have no current orders.
RECEIVE DATE: | 00700700 (Today)

Create New Order

Pending Order

CUR

TOT

PA
CAY
CH
CR

TO
TO

CURRENT BATCH #: 1 01/01/01 ). Smith
TOTAL ORDERS: (6) TOTAL RECEIVED: 5210.00

PAYMENT TYPE COUNT TOTAL
CASH: 0 $0.00
CHECK: 6 $910.00
CREDIT: 0 $0.00
M-0 0 $0.00

TOTAL BATCHES: (1)
TOTAL ORDERS IM ALL BATCHES: (8)

‘ Print ‘ ‘ Cancel ‘ End Batch

es

Search
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2.10.2.3 Next Batch is Started

Receive Fulfill Admin Reports Search

Current Order
Orders Welcome Jerry! You have no current orders.

Exceptions/Holds RECEIVE DATE: | 00700700 (Today)

Create New Order

When the user clicks End
Batch, the system closes the

Current Batch modal. e

When the user ends a batch,

the system automatically CURRENT BATCH #: 2 01/01/01  J.Smith

Starts the neXt batCh The TOTAL ORDERS: (0) TOTAL RECEIVED: 50.00
Current Batch number and LI

Total Batches number both PAYMENTTYPE — COUNT  TOTAL

iterate by 1, all order and e ; 000 View Batches
payment counts for the CREDIT: 0 5000

current order reset to 0, and e ° o £nd Batch
the total number of orders

from the previous batch is VIELEITIES (1 Close Batches

TOTAL ORDERS IN ALL BATCHES: (6)

added to the Total Orders in
All Batches count.
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2.10.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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2.11 User Manually Tallies Batch Payments and the Tallies Do Not Match
2.11.1 Description
User Story # Story Action
uSso008 A user finishes creating all of the orders in a batch and manually tallies the payments received. The

manually tallied total does not match the system-calculated total received payments for the batch. The
user reviews their completed orders in the system and compares them to the physical payments, identifies
the order(s) with a discrepancy, corrects the discrepancy, confirms that the new system tally matches, and
ends the batch.

2.11.2 Wireframes
2.11.2.1 Select to End the Batch
The user selects to end the current batch as already detailed in Section 2.10.2.1 on page 40.

2.11.2.2 Review Batch Details and Cancel

The user reviews the batch details and compares the batch totals to their manually tallied payments as already described in Section
2.10.2.2 on page 41. However, instead of finding no discrepancies and continuing, the user does find a discrepancy and cancels the
ending of the batch.
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2.11.2.3 Select Orders Tab and View My Orders
Receive Fulfill Admin Reports Search
Current Order
d Wiew Stotus Daote Range: Apply Filters
Orders Wine (@) Al Completed Exceptions InUse (@ Al @) i ] Search:
Exceptions/Holds EEPAES
ORDER ID Receive Date Item(s) Exception(s) Status Ealance Due Total Received In Use By
The user clicks the Orders
tab. which displays the ORDER 000-000 01/01/01 0 [ Completed 50.00 50.00
orders for which order entry ORDER 000-001 01/01/01 0 0 Completeo 50.00 50.00
has been CompIEted' ORDER 000-002 01401/01 i o Active/IN USE 50.00 50.00 | Smith
ORDER 000-003 01401/01 i o Completed 50.00 50.00
ORDER 000-004 01/01/01 0 [ Exception(s) 50.00 50.00
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2.11.2.4 Select Order That Has Discrepancy
Receive Fulfill Admin Reports Search
Current Order
d View Stotus Date Range: Apply Filters
Orders & Wine All Completed Exceptions InUse (@ Al ®) Al o Search:
Exceptions/Holds EAES
ORDER ID Receive Date Item(s) Exception(s) Status Ealance Due Total Received In Use By
The user configures the OROER 000,000
. . - . 01/01/01 0 0 Completed 0.00 0.00
display filters to narrow the emeee : :
list of orders that the user ORDER 000-001 01/01/01 0 0 Completed £0.00 50.00
will check for the ORDER 000-004 01/01/01 0 0 Exception(s) $180.00 $130.00

discrepancy.

Once the user locates the
order with the discrepancy,
the user clicks the order
number to reopen the
order.
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2.11.2.5 Edit and Complete the Order

The user makes the appropriate edits to the order with the discrepancy and re-completes the order. The process for doing this is very
similar to the steps already detailed in Section 2.1.2.2 on page 5.

2.11.2.6 End the Batch

Once the user has successfully resolved the discrepancy, the user proceeds to close the batch as already detailed in Section
2.10.2.1 on page 40.

2.11.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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2.12 User Closes All of Their Batches for the Day
2.12.1 Description
User Story # Story Action
US009 A user has finished entering orders for the day and closes their batches.
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2.12.2 Wireframes
2.12.2.1 Select to End the Batch

Before closing all batches for the day, the user should end their current batch as detailed in Section 2.10 on page 39. If the user
selects to close batches for the day while the current batch still contains items, the Current Batch modal is displayed first, prompting
the user to compare the system batch counts with their manual tallies before they close all batches.
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2.12.2.2 Review End of Day Batch

Receive

Current Order
Orders

Exceptions/Holds

The system displays the End of Day
Batch modal, which contains all of the
user’s batch data for the current day.

The user can print this data if desired by
clicking the Print button. To close the
modal without ending all batches for the
day, the user clicks the Cancel button.

To confirm the step of ending all batches
for the current day, the user clicks the
Continue button.

Fulfill

Admin

Welcome Jerry! You have no current orders.

RECEIVE DATE:| 00/00

00 (Today)

Reports

CUH

TOT

PA
CAq
CH
CRi

TO
TO

END OF DAY BATCH

TOTAL ORDERS: 7
Total Expedited Itemns: 0

PAYMENT TYPE COUNT
BATCH 1 REPORT

CHECK: &
-0 /]
BATCH 2 REFORT
CHECK: L]
-0 1]
EOD REPORT

CASH: 1
CHECK: &
CREDIT: 0
-0 o

TOTAL BATCHES: (2)
TOTAL ORDERS IN ALL BATCH

01/01/01

TOTAL RECEIVED: 5 970.00

TOTAL

$510.00
$0.00

$0.00
50.00

$60.00
$510.00
50.00
50.00

HES: (7)

J. Smith

es

(=3

‘ Cancel ‘ ‘

Print ‘

‘ Continue

Search
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2.12.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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2.13 User Changes the Receive Date for Orders

2.13.1 Description

User Story #

Story Action

uUSso010

By default, the Receive date for orders is the current date. However, a user can backdate the Receive
date when necessary, such as when not all mailed items were entered into the system on the date when
they were received. In this story, the user changes the Receive date to a past date.
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2.13.2 Wireframes
2.13.2.1 Change the Receive Date
Receive Fulfill Admin Reports Search
Current Order
Orders Welcome Jerry! You have no current orders.
Exceptions/Holds RECEIVE DATE: | 00/00/00 SELECTED RECEIVE DATE IS NOT TODAY'S DATE _
On the default Current Order tab, the Receive reate New Craer
date defaults to the current date. If necessary,
the user can change the date to an earlier Pending Order

one. Future dates are not allowed. This is
helpful in situations where not all items

. A . CURRENT BATCH #: 2 01/01/01 J- Smith
received on a given date can be entered into

the system on that same date. T 2R0ERe: . () TOTALRECEIVED: $0.00

The user changes the date either by manually e,

typing the desired date in the Receive Date cHEck: 0 5000 View Batches
field and tabbing or clicking out, or by clicking e . fom

the calendar icon and selecting a new date End Batch
from a pop-up date picker. . :

As soon as the user changes the date, a TOTAL ORDERS IR ALL BATERES: (@ S

reminder message appears next to the date
field noting that the selected receive date is
not the current date (see arrow).

The Receive date remains changed until the
user either changes it back to the current
date, or logs out of the system.
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2.13.2.2 Changed Receive Date is Highly Visible on Orders
Receive Fulfill Admin Reports Search
Current Order
ore ORDER: 000-000 Receive Date: 00/00/00 SELECTED RECEIVE DATE IS NOT TODAY'S DATE — TOTAL:$0
roers Item: 3570001
Exceptions/Holds
UBI, FEIN, ACct # Entity Name or Requeste me AMOUNT: $0
(Optional)
As on the default Current Caregary Subcategory Service
Order tab, the reminder Exception Expedite
message about the
selected Receive date not
. Add/view Notes Print Barcode Add ltem
being the current date also
appears on the order form
(See arrOW)' Payment Information Balance Due: $ 0
Payer Name Payment Method
Address 1: Payment Amount $|0.00 Delete Payment
Address 2:
Zip: City: State: | WA
Country: | United States Add Payment
Complete Order Cancel Order
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2.13.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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2.14 User Enters an Order for a Reinstatement
2.14.1 Description
User Story # Story Action
USo011 A user receives a piece of mail containing a reinstatement for an expired entity. The user creates and
completes the order.

2.14.2 Wireframes
2.14.21 Create New Order
The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.

2.14.2.2 Enter Entity and Item Details
The user enters the entity and item information as already detailed in Section 2.1.2.2 on page 5. The user selects Reinstatement as

the service.

2.14.2.3 Enter Payment Information
The user enters the payment information as already detailed in Section 2.1.2.2 on page 5.

2.14.3 Requirements

2.14.3.1 Successfully Reinstated Entity Returns to Active Status
Once an Expired entity has been successfully reinstated, it returns to Active status in the system.
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2.15 User Receives a Filing for a Delinquent Entity

2.15.1 Description

User Story #

Story Action

uso012

A user receives a piece of mail containing a filing for an entity that is delinquent. The actions available to
the user depend on the type of filing that was received.

2.15.2 Wireframes

2.15.2.1 Create New Order
The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.
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2.15.2.2 Enter Entity and Item Details and Payment Information

Receive Fulfill Admin Search

Current Order

Orders

ORDER: 000 000 000

Receive Date: 00/00/00

Reports

TOTAL: $ 0.00

Exceptions/Holds

For this user story, the user
enters the entity’s UBI and
tabs out of the ID field. The
system immediately
determines that the entity is
delinquent, and the word
“‘DELINQUENT” is displayed
next to the entity name.

In the Service list, all services
remain selectable, but all
services except Annual
Report are shown with a
different color of font. This
indicates to the user that
Annual Report is the only
service that is currently valid
for this entity.

If the user selects Annual
Report as the service, the
system calculates the balance
due based on the fee for a
delinquent annual report.

Item: 3570001

UBI, FEIN, Acct # Entity name or re

{Optional)

Category Subcategory

WA LLC LLC

DELINQUENT

Service

Payment Information
Payer Name
Address 1:
Address 2:
Zip: City:

Country: | United States

Expedite

Add/View Notes

AMOUNT: 50

Exception

Print Barcode Add Item

Balance Due: $0.00

Delete Payment

Add Payment

Complete Order Cancel Order
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2.15.2.3 Complete Order
The user completes the order, as already detailed in Section 2.1.2.3 on page 6.
2.15.3 Non-Ul Requirements
This user story does not have any non-Ul requirements not already detailed in Section 2.8.3.1 on page 33.
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3 RECEIVE USER STORIES — FRONT COUNTER

3.1 Differences Between Front Counter and Mailed Filings Receive Screens

The order and item creation interface accessible to Front Counter staff for processing items from walk-in traffic is nearly identical to
the interface used for creating orders and items from received mail. The following differences exist in the Front Counter version of the
interface:

¢ The Front Counter version of the interface does not have the Print Barcode button, since all documents are locally scanned
and manually attached to a work item.

¢ The Front Counter version of the interface has an Enter Data/Edit Data button, which allows the user to fulfill expedited work
items.

3.2 User Creates and Fulfills an Order with One Item and One Payment — No Exceptions

3.2.1 Description

User Story # Story Action

uso013 A user receives an expedited filing from a customer. The user reviews the filing and finds no exceptions.
The user creates a new order, adds the item to the order and fulfills it, and enters the payment information.
The payment amount matches the item cost.

3.2.2 Wireframes
3.2.2.1 Create New Order
The user creates a new order, as already detailed in Section 2.1.2.1 on page 4.
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3.2.2.2 Enter Entity and Item Details
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $0

Orders Item: 3570001

Exceptions/Holds

UBI, FEIN, Acct # Entity name or requested name AMOUNT: 30
{Opticral)
The user enters the item Category Subcategory Servics
details and payment | Expedite Exception
information as already detailed
in Section 2.1.2.2 on page 5.
Attach Docs Add/view Notes Enter Data Add Item

Payment Information Balance Due: $0

Payer Name

Payment Method
Address 1: Payment Amount $|0.00
Address 2
Zip: City: State: | WA

Country: | United States add Payment

Generate Docs Complete Order Cancel Order

Staff Console User Stories.Docx 61



Corporations and Charities System Staff Console User Stories

7/16/2015
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 0 - TOTAL: $ 0

Orders PUee—— Add/View Notes X

Exceptions/Holds ’ MNotes on ltem 3570001 - LLC New Formation

UBI, FEIN, Acct Date Entered By Note AMOUNT: 50
on

The user can also add Caregory ?5?;:_:211 5 Lance Jackson This is a note that was entered about this work item. )
notes to an item, and also Sception
view notes that have been gi:%;m e Mary Reynolds This is another note that was entered about this work item.
entered on the item. pr— E—— el e

When the user clicks the
Add/View Notes button,

the system displays the Payment Inform Balance Due: $0
Add/View Notes modal.

Payer Name

Past notes are displayed e 1
in the upper area of the R

ddress 2: )
modal. To enter a new A
note, the user types the zip:
note in the “Enter note Country: | U
box and clicks Save. Add Payment

mplete Order Cancel Order

Save Cancel
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3.2.2.3 Attach Supporting Documents
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00

Orders Item: 3570001 FULFILLED

Exceptions/Holds

UBI, FEIN, Acct # Entity name or requested name AMOUNT: $0.00
{Optioral)

The user places the Category Subcategory
documents to be associated ¥| Expedite Exception
with the order into the ready
pOSItlon on a scanner that is Attach Docs Supparting Documents _ Addiview Notes Edit Data Add Item

attached to the system. The
user then clicks the Attach

Docs button. The system
displays a modal that allows
the user to initiate the
scanning job, and the
system associates the
document images with the
work item.

Once document images
have been associated with
the item, the Supporting
Documents hover control is
displayed. The user can
view the list of supporting
documents by hovering the
pointer over the Supporting
Documents link (see arrow).

Payment Information

Payer Name

Address 1:
Address 2:
Zip: City:

Country: | United States

Payment Method

Payment Amount § 0.00

State: | WA

Generate Docs

Complete Order

n Completing this order with 3 balance due

Balance Due: $0.00

Delete Payment

Add Payment

Cancel Order

will send the order to exception handling.
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3.2.2.4 Fulfill the ltem

Orders

Receive

Fulfill

Current Order

Admin

Reports Search

Data Entry Status: Incomplete

An item is fulfilled at the
Front Counter only if it is
expedited.

When the user selects the
Expedite check box for an
item, that item’s Enter Data
button is enabled. When
the user clicks Enter Data,
this system displays the
appropriate form modal for
the service selected for the
work item. If the user
entered an entity ID, the
system pre-fills as many
field’s as possible with the
entity’s latest data.

The user completes the
form per the corresponding
paper document supplied
by the customer. When
done, the user clicks the
Fulfill button, which
enables documents to be
printed for the customer
from the order view.

The user can also save the
item information without

Exception Status: Mo Exceptions Found

Generated Docs: Not Yet Available S

Register Charitable Organization

FEIM:
Entity name:
Entity email:
Entity website:

Entity phone: Ext

Mailing address

Address 1:
Address 2:
Zips City:

Country: | United States

Other Addresses Used for Soliciting

Add Address

Send annual renewal reminders via email

{Optional)
Street address

Address 1:
Address 2:

State: | WA Zip:

Country: | United States

Same as mailing address

City: State: | WA

Federal Tax Exemption

Exempt
Non-exempt

Applied

Fulfill Save and Close

fulfilling the item by clicking
Save and Close.
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3.2.2.5 Enter Payment Information
The user enters payment information for the order as already detailed in Section 2.1.2.2 on page 5.
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3.2.2.6 Generate Documents for Customer
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001 FULFILLED
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: 50
{Optional)
The user selects the Generate Category Suscarsgory Service
Docs button, which causes the - | Expedite Exception
Documents Generated for This Order X
system to generate the
documents due to the SelectAll | | Clear Al
Attach Docs Supparting Documents Add/View Notes Edit Data Add Item

customer for this order.

The system displays the
Documents Generated for
This Order modal. Individual
documents can be selected or
cleared via their check boxes.
By default, all documents are
selected.

The user clicks Print to print
the documents locally.

The user can view PDFs of
the documents by clicking
View.

+| Item 357001, Congratulation Letter
+| Item 357001, Certificate

Payment Information

Payer Name

Address 1:
Address 2
Zip:

Country: | United States

City:

+| Order 000-000, Receipt

Wiew Email Print

Generate Docs

Balance Due: $0.00

Delete Payment

Add Payment

Complete Order Void Order
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Receive Fulfill Admin Reports Search
Current Order .
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001 FULFILLED
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: 50
. (Dptional)
The user can email Category Subcategory Servie
copies of the generated - 7| Expedite Excaption
L. Documents Generated for This Order b 4
documents by clicking the
Emall button | alac all Cloar all ‘
Attach Docs | suppering Documen| Enter Email Recipients H | addview Notes Edit Data Add Item

The SyStem d|Sp.|a'yS the Enter the email addresses, separated by commas, where the
Enter Ema" ReCIpIentS generated documents should be sent:
mOdal The user enters Payment Information Balance Due: $ 0.00
the recipeints’ email payer Name
addresses and clicks
Send The SyStem then Address 1@ Delete Payment
closes the Enter Email Address 2: send
Recelplents mOdaI' Zip: City: View Email Print

Country: | United States

Add Payment

Gensrate Docs Complete Order Void Order
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3.2.2.7 Complete Order
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001 FULFILLED
Exceptions/Holds
UBI, FEIN, Acct # Entity nan ested name AMOUNT: 30
{Optional)
The user completes the order Cacegory Service
as already described in 7] Expedite Exception
Section 2.1.2.3 on page 6.
Attach Docs Supparting Documents Add/view Notes Edit Data Add Item

Payment Information

Payer Name

Address 1:

Address 2
Zip:

Country: | United States

City:

Balance Due: $0.00
Payment Method

Payment Amount $| 0.00 Delete Payment

State: | WA

Add Payment

Generate Docs Complete Order Void Order

Staff Console User Stories.Docx

68



Corporations and Charities System Staff Console User Stories
7/16/2015

3.2.3 Non-Ul Requirements
3.2.3.1 Canceled Order is Not Saved in System

An order that has been canceled by the user is discarded. Once an order contains at least one fulfilled item, the order can no longer
be canceled, and instead can only be voided.
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3.3 User Creates an Order with Two Items and One Payment — No Exceptions

3.3.1 Description

User Story # Story Action

uso14 A user receives two expedited filings from a customer. The user reviews the filings and finds no
exceptions. The user creates a new order, adds the items to the order and fulfills them, and enters the
payment information. The payment amount matches the item cost.

This user story is representative of any scenario in which an order contains multiple expedited filings.

3.3.2 Wireframes

3.3.2.1 Create New Order
The user creates a new order, as already detailed in Section 3.2.2.1 on page 60.

3.3.2.2 Enter Entity and First Item Details
The user enters entity and item information for the first item, as already detailed in Section 3.2.2.2 on page 61.

3.3.2.3 Attach Supporting Documents and Fulfill the First Item

The user attaches the first item’s supporting documents and fulfills the item as already detailed in Section 3.2.2.3 on page 63 and
Section 3.2.2.4 on page 64.

3.3.2.4 Add Second Item
The user adds a second item to the order as already detailed in Section 2.2.2.3 on page 9.

3.3.2.5 Attach Supporting Documents and Fulfill Second Item

The user attaches the second item’s supporting documents and fulfills the item as already detailed in Section 3.2.2.3 on page 63 and
Section 3.2.2.4 on page 64.

3.3.2.6 Enter Payment Information
The user enters payment information for the order as already detailed in Section 2.1.2.2 on page 5.
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3.3.2.7 Generate Documents for Customer
The user generates documents for the customer as already detailed in Section 3.2.2.6 on page 66.

3.3.2.8 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

3.3.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 3.2.3 on page 69.
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3.4 User Creates an Order with One Item and Two Payments — No Exceptions
3.4.1 Description
User Story # Story Action
uso015 A user receives an expedited filing from a customer. The user reviews the filing and finds no exceptions.

The user creates a new order, adds the item to the order and fulfills it, and enters the payment information.
The customer provides two payments. The total payment amount matches the item cost.

This user story is representative of any scenario in which an expedited order is accompanied by multiple
payments that equal the order’s balance due.

3.4.2 Wireframes

3.4.2.1 Create New Order
The user creates a new order, as already detailed in Section 3.2.2.1 on page 60.

3.4.2.2 Enter Entity and Item Details
The user enters entity and item information, as already detailed in Section 3.2.2.2 on page 61.

3.4.2.3 Attach Supporting Documents and Fulfill Item

The user attaches the item’s supporting documents and fulfills the item as already detailed in Section 3.2.2.3 on page 63 and Section
3.2.2.4 on page 64.

3.4.2.4 Add First Payment
The user adds the first payment, as already detailed in Section 2.3.2.2 on page 12.

3.4.2.5 Add Second Payment
The user addes the second payment, as already detailed in Section 2.3.2.3 on page 13.

3.4.2.6 Generate Documents for Customer
The user generates documents for the customer as already detailed in Section 3.2.2.6 on page 66.
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3.4.2.7 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.
3.4.3 Requirements
There are no non-Ul requirements for this user story not already detailed in Section 3.2.3 on page 69.
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3.5 Customer Does Not Have Enough Money to Expedite, Makes No Payment
3.5.1 Description
User Story # Story Action
US016 A user receives and fulfills a customer’s expedited order. At payment time, the customer does not have

enough payment to cover the base filing fee and expedite fee, and the Front Counter does not accept
partial payments, so the customer makes no payment. The user saves the order, and it is added to the
Exception worklist with a Balance Due exception.
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3.5.2 Wireframes
3.5.2.1 Enter Payment Information
Receive Fulfill Admin Reports Search
Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $0.00
Orders Item: 3570001 FULFILLED
Exceptions/Holds
UBL FEIN, Acct # Entity name or requested name AMOUNT: $0.00
For this user story, the user should e Subsstagory
CIiCk Add/V|eW NOteS and make a ~ | Expedite Exception
note of why the customer is not
making a payment at this time.
Attach Docs Supporting Documents AddView Motes Edit Data Add ltem
A message is displayed below the
Complete Order button stating that if - | .
the Order |S Saved Wlth a balance Payment Infarmation Balance Due: % 0.00
due, it will be sent to exception Payer Name Payment Method
handling.
9 Address 1: Payment Amount $ 0.00 Delete Payment
When the user clicks Complete
) Address 2
Order, the order and item are saved
. . ip: ity T WA
and appear in the Exceptions o o e
worklist. Country: | United States Add Payment
Generate Docs Complete Order Cancel Order
B o ansine
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3.5.2.2 Complete Order
When the user clicks Complete Order, the order and item are saved and appear in the Exceptions worklist.

The default view of the Current Order tab is displayed, as already detailed in Section 3.2.2.7 on page 68.

3.5.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already described in Section 2.4.3 on page 18.
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3.6 Customer Does Not Have Enough Money to Expedite, Customer Pays for Non-Expedite
3.6.1 Description
User Story # Story Action
uSso017 A user receives and fulfills a customer’s expedited order. At payment time, the customer does not have

enough payment to cover the base filing fee and expedite fee, so the customer pays just the base filing fee
and does not expedite the filing. The user saves the order, and it is added to the Fulfill worklist as a non-
expedited order.

3.6.2 Wireframes
3.6.2.1 Enter Payment Information

The user enters the payment for the non-expedited order as already detailed in Section 2.1.2.2 on page 5.

For this user story, the user should click Add/View Notes and make a note that even though the item’s data has been entered, the
customer chose not to expedite it.

3.6.2.2 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

The non-expedited item is processed just as if it had been received by mail, the difference being that the item’s data has already
been entered, meaning that the time for Fulfill staff to process the item will be reduced.

3.6.3 Non-Ul Requirements
There are no non-Ul requirements for this user story that have not already been detailed in other sections.
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3.7 User Wishes to Complete an Order Containing an Unfulfilled Item
3.7.1 Description
User Story # Story Action
uso076 A user creates an order, enters data for an item, and saves and closes the data entry form without fulfilling

the item. The user selects to complete the order, and the order and item are routed to exception handling
because the item has not been fulfilled.

3.7.2 Wireframes
3.7.2.1 Create New Order
The user creates a new order, as already detailed in Section 3.2.2.1 on page 60.

3.7.2.2 Enter Entity and Item Details
The user enters entity and item information, as already detailed in Section 3.2.2.2 on page 61.

3.7.2.3 Attach Supporting Documents and Enter Item Data

The user attaches the item’s supporting documents as already detailed in Section 3.2.2.3 on page 63. The user then begins entering
form data for the item similar to what is detailed in Section 3.2.2.4 on page 64, but rather than completing the form and clicking Fulfill,
the user clicks Save and Close.

3.7.2.4 Enter Payment Information
The user enters payment information for the order as already detailed in Section 2.1.2.2 on page 5.
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3.7.2.5 Complete Order
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds

UBI, FEIN, Acct # Entity name or requestad name AMOUNT: $0.00

(Optional)
A message is dlsplayed Category Subcategory Service
+| Expedite Exception

below the Complete Order
button stating that if the order
iS Saved Wlth an incomplete Attach Docs Supparting Documents Add/view Notes Edit Data Add Item
item, it will be sent to
exception handling.

Payment Information Balance Due: $0.00

When the user clicks

Complete Order, the order Payer Name Payment Method
and Item are saved and Address 1: Payment Amount §|0.00 Delete Payment
appear in the Exceptlons
worklist Address 2:
Zip: City: State: | WA
Country: | United States e

Generate Docs Complete Order Cancel Order

g Completing this order with an unfulfilled iterm
will send the arder to exception handling,
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3.7.3 Non-Ul Requirements
3.7.3.1 Order Completed with an Unfulfilled Item is Routed to Exception Handling
An order that is completed with an unfulfilled work item is placed into an exception state and appears in the Exception worklist.
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3.8 User Receives and Processes a Returned Iltem

3.8.1 Description

User Story #

Story Action

uso018

A user receives a returned item, searches for and opens it, and completes the item. This is most likely an
item for which the customer received an exception letter, and rather than completing the item and
returning it via mail, the customer elected to return the item in person. Per OSOS business rules, the
returned filing is handled as an expedited filing.

3.8.2 Wireframes
3.8.2.1 Search for Item

The user searches for the pending order as already detailed in Section 2.9.3.1.1 on page 35.

3.8.2.2 Scan and Update Item

The user attaches the item’s updated supporting documents as already detailed in Section 3.2.2.3 on page 63. The user opens the
item for editing by clicking the Edit Item button and updates the information as already detailed in Section 3.2.2.4 on page 64.
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exception to clear the
exception.

Note that any exceptions
that are generated by the
system will be cleared by
the system once the
exception state no longer
exists.

7/16/2015
3.8.2.3 Clear Exceptions
Receive Fulfill Admin Reports Search
Current Order . . . TOTAL: $ 0
ORDER: 000 000 000 Receive Date: 00/00/00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: S0
(Optional)
After the user finishes Casegory Subcaregory Service
fulfilling the item, the POSSIBLE EXCEPTIONS:
user clicks the Exception e .
. ception 1
link (the word
“Exception” on the Exception 2 I fegtem
Exception check box Exception 3
Control) to Open the Payment Information alance Due: $0
. . Exception 4 M
Possible Exception
modal and clear any Fayertiame payment Method Existing Exceptions:
exceptlons that were Address 1 Payment Amount | Exception 1 NOTE CLEAR
entered manually.
Address 2: Exceptian 2 NOTE  CLEAR  «
The user clicks the Clear - ciy: ctate: | WA
link next to each existing Close
Country: | United States Add Payment

Generate Docs

Complete Order

Cancel Order
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Payer Name

Address 1:
Address 2:
Zip: City:

Country: | United States

State: | WA

Payment Method

Payment Amount

7/16/2015
Receive Fulfill Admin Reports Search
Current Order . . X TOTAL: $0
ORDER: 000 000 000 Receive Date: 00/00/00
Orders Item: 3570001 FULFILLED
Exceptions/Holds
UEBI, FEIN, Acct # Entity name or requested name AMOUNT: 50
With the exceptions e
. Category Subcategory Service
cleared, the user clicks
POSSIBLE EXCEPTIONS:
Close, and the system
closes the modal. Sception
Attach Docs Supparting Documents Exception 2 I Add ltem
Exception 3
Payment Information . alance Due: $0
Exception 4 ¥

Existing Exceptions:

Close

Add Payment

Generate Docs

Complete Order Void Order
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3.8.2.4 Generate Documents for Customer
The user generates documents for the customer as already detailed in Section 3.2.2.6 on page 66.

3.8.2.5 Complete Item
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

3.8.3 Non-Ul Requirements
3.8.3.1 Item Saved With Cleared Exceptions Removed from Exception Status

A work item that previously was in an exception state and has had its exceptions cleared and has been successfully saved is
removed from the exception state.
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3.9 User Manually Tallies Batch Payments and the Tallies Match

3.9.1 Description

User Story #

Story Action

uSso019

A user finishes creating all of the orders in a batch and manually tallies the payments received. The
manually tallied total matches the system-calculated total received payments for the batch. The user ends
the batch in the system.

3.9.2 Wireframes

3.9.2.1 Select to End the Batch
The user selects to end the batch as already detailed in Section 2.10.2.1 on page 40.

3.9.2.2 Review Batch Details and Continue
The user reviews the batch details and compares them to their manual tally as already detailed in Section 2.10.2.2 on page 41.

3.9.2.3 Next Batch is Started
The user starts the next batch as already detailed in Section 2.10.2.3 on page 42.

3.9.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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3.10 User Manually Tallies Batch Payments and the Tallies Do Not Match
3.10.1 Description
User Story # Story Action
US020 A user finishes creating all of the orders in a batch and manually tallies the payments received. The

manually tallied total does not match the system-calculated total received payments for the batch. The
user reviews their completed orders in the system and compares them to the physical payments, identifies
the order(s) with a discrepancy, corrects the discrepancy, confirms that the new system tally matches, and
ends the batch.

3.10.2 Wireframes
3.10.2.1 Select to End the Batch
The user selects to end the current batch as already detailed in Section 2.10.2.1 on page 40.

3.10.2.2 Review Batch Details and Cancel

The user reviews the batch details and compares the batch totals to their manually tallied payments as already described in Section
2.10.2.2 on page 41. However, instead of finding no discrepancies and continuing, the user does find a discrepancy and cancels the
ending of the batch.

3.10.2.3 Select Orders Tab and View My Orders
The user views their orders as already detailed in Section 2.11.2.3 on page 45.

3.10.2.4 Select Order That Has Discrepancy
The user locates and selects the order with the discrepancy, as already detailed in Section 2.11.2.4 on page 46.

3.10.2.5 Edit and Complete the Order

The user makes the appropriate edits to the order with the discrepancy and re-completes the order. The process for doing this is very
similar to the steps already detailed in Section 2.1.2.2 on page 5.
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3.10.2.6 End the Batch

Once the user has successfully resolved the discrepancy, the user proceeds to close the batch as already detailed in Section
2.10.2.1 on page 40.

3.10.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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3.11 User Closes All of Their Batches for the Day

3.11.1 Description

User Story #

Story Action

us021

A user has finished entering orders for the day and closes their batches.

3.11.2 Wireframes

3.11.2.1 Select to End the Batch

Before closing all batches for the day, the user should end their current batch as detailed in Section 2.10 on page 39. If the user
selects to close batches for the day while the current batch still contains items, the Current Batch modal is displayed first, prompting
the user to compare the system batch counts with their manual tallies before they close all batches.

3.11.2.2 Review End of Day Batch
The user reviews the end of day batch as already detailed in Section 2.12.2.2 on page 50.

3.11.3 Non-Ul Requirements

There are no non-Ul requirements for this user story.
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3.12 User Waives or Otherwise Modifies Copy, Expedite, or Delinquency Fees

3.12.1 Description

User Story #

Story Action

uso023

At the user’s discretion and in accordance with OSOS business rules, the user waives copy, expedite, or
delinquency fees that normally would be added to a work item.
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3.12.2 Wireframes
3.12.2.1 Modify the Fee Amount for an Iltem
Receive Fulfill Admin Reports Search
Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: § 230.00
Orders Item: 3570001
Exceptions/Holds

UBI, FEIN ;.-:;:Dtp:mu Entity name or requested name AMOUNT: $180.00 _
A user has the ability to Categary S EXPEDITE: § 50.00

adjust the cost of an item. If WALLC Lc New Formation 7. Expedite Exception

desired by SOS, this ability
can be limited to a subset of
users, such as Supervisors
and Administrators.

Attach Docs Add/View Motes Enter Data Add Item

Payment Information Balance Due: $ 230.00

For this user story, the user is
waiving the expedite fee for Payer Name Payment Method
an item. This wireframe

Address 1: Payment Amount $| 0.00 Delete Payment
depicts the initial state of the
order, before the user has fedress
modified the fee (see arrow). Zip: city: State: | WA
Country: | United States Add Payment
Generate Docs Complete Order Cancel Order
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Generate Docs

Complete Order Cancel Order

7/16/2015
Receive Fulfill Admin Reports Search
Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: § 230.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name AMOUNT: $130.00
] (Optional) = : : EXPEDITE: % 50.00 -
For this user story, the user Carsgory Subcategary Service o
is WaiVing the $50 expedite WA LLC LLC Mew Formation | Expedite Exception
fee, so the user reduces the
base amount by $50 ($180 :
Attach Docs AddAview Notes Enter Data Add Item
to $130, see arrow).
In this wireframe, the user )
Payment Information Balance Due: $ 230.00
has not yet tabbed out of
the Amount box. Payer Name Payment Method
Address 10 Payment Amount | 0.00 Delete Payment
Address 2:
Zip: City: State: | WA
Country: | United States Add Payment
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3.12.2.2 Enter Note Explaining the Fee Modification
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL:  180.00

Orders Item: 3570001

Exceptions/Holds

UBI. FEIN, Acct # Entity name or requested name REASON FOR PRICE CHANGE: OUNT: $130.00
(Optional)
The user tabs out of the c . PEDITE: $ 50.00
i ategory Subcatsgary Service

Amount bOX aﬁer Changlng WA LLC LLC New Formation

Waive Expedite Fes

the amount, prompting the ote.,
system to display the
Reason for Price Change
modal.

Waive Delinquency Fee

Other

Attach Docs Add Item

Cancel Save

Payment Information nce Due: $ 180.00

The user selects the reason
for the price change from the

A 5 Payer Name Payment Method
list provided, enters a note
with more information, and Address 1: Payment Amount §0.00 Delete Payment
clicks Save. Address 2:
Zip: City: State: | WA

Country: | United States

Generate Docs

Add Payment

Complete Order Cancel Order
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3.12.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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3.13 User Enters an Order for a Reinstatement
3.13.1 Description
User Story # Story Action
uSs024 A user receives a piece of mail containing a reinstatement for an expired entity. The user creates and
completes the order.

3.13.2 Wireframes
3.13.2.1 Create New Order
The user creates a new order, as already detailed in Section 3.2.2.1 on page 60.

3.13.2.2 Enter Entity and Item Details

The user enters entity and item information for the item, as already detailed in Section 3.2.2.2 on page 61. The user selects
Reinstatement as the service type.

3.13.2.3 Attach Supporting Documents and Fulfill the Item

The user attaches the first item’s supporting documents and fulfills the item as already detailed in Section 3.2.2.3 on page 63 and
Section 3.2.2.4 on page 64.

3.13.2.4 Enter Payment Information
The user enters payment information for the order as already detailed in Section 2.1.2.2 on page 5.

3.13.2.5 Generate Documents for Customer
The user generates documents for the customer as already detailed in Section 3.2.2.6 on page 66.

3.13.2.6 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.
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3.13.3 Non-Ul Requirements
3.13.3.1 System Calculates Reinstatement Fees

The system calculates the customer’s reinstatement fees based on the length of time that the entity was expired, per SOS business
rules.
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3.14 User Receives a Filing for a Delinquent Entity

3.14.1 Description

User Story #

Story Action

us025

A user receives a piece of mail containing a filing for an entity that is delinquent. The actions available to
the user depend on the type of filing that was received.

3.14.2 Wireframes

3.14.21 Create New Order
The user creates a new order as already detailed in Section 3.2.2.1 on page 60.

Staff Console User Stories.Docx

96




Corporations and Charities System Staff Console User Stories

7/16/2015
3.14.2.2 Enter Entity and Item Details and Payment Information
Receive Fulfill Admin Reports Search
Current Order R
ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UBI, FEIN, Acct # Entity name or requested name DELINQUENT AMOUNT: 30
{Opticral)
The user enters the customer’s U:L’LC LLCE i -
. . Y xpedite xception
entity ID, which the system uses ¢ ’
to determine the current filings
available tO the entlty The Add/View Notes Print Barcode Add Item

system determines that the

entity is delinquent, and displays
the word “DELINQUENT” next Paymant Information
to the entity’s name.

Balance Due: $0.00

Payer Name
In the Service list, all of the Address 1 . e —
services except for Annual N
Report are shown in a different hdress
color than usual. The only Zip: Cioy:
service with a normal Country: | United States

: Add Payment
appearance is Annual Report,

which is the only valid service
type for the delinquent entity.

Complete Order Cancel Order

If the customer’s submitted item
is not Annual Report type, the
user returns the item to the
customer. If the user selects an
invalid item type, the system
displays text indicating that the
item is not valid.

If the submitted item is an
Annual Report, the user fulfills
the item per usual.

Staff Console User Stories.Docx 97



Corporations and Charities System Staff Console User Stories
7/16/2015

3.14.3 Non-Ul Requirements

3.14.3.1 System Tracks Entity Delinquency Status and Available Filings

The system tracks the active/delinquent status of each entity and uses this to determine which service types are available or
unavailable to the entity when an entity is delinquent.
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3.15 User Processes a Document Request for Regular or Certified Copies

3.15.1 Description

User Story #

Story Action

US026

A user receives an expedited document request for regular or certified copies.

3.15.2 Wireframes

3.15.2.1 Create New Order
The user creates a new order as already detailed in Section 3.2.2.1 on page 60.

3.15.2.2 Enter Entity and Item Details

The user enters the entity and item information as already detailed in Section 3.2.2.2 on page 61. The user selects Document
Request as the category and Copy or Certified Copy as the service type. The user selects the Expedited check box.
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3.15.2.3 Select Requested Documents
Receive Fulfill Admin Reports Search

Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00

Orders Item: 3570001

Exceptions/Holds

UBI, FEIN, Acct # Entity name or requested name AMOUNT: 50.00
{Optional)

The user clicks the Docs Categary Subcatzgory
Requested button (see arrow) Document Request Certified Copies ¥ Expedite Exception
and the system displays an
interface that a”OWS the user to Mumber of Pages 0 Mumber of Copies |0 Docs Requested _
SeIeCt the documents that WI” I AddAiew MNotes Enter Data Add Item
meet the customer’s request.
The VieWing of documents Payment Information Bzlance Due: $0.00
being considered for selection
. . . Payer Name Payment Method
is done via a third-party
document image tool to be Address 1: Payment Amount §|0.00 Delete Payment

integrated with the system. For
these imaged documents, the

Address 2:

system automatically calculates Zip: Ciey: State: | Wh
the number of pages in the Country: | United States T p—
request.

Generate Docs Complete Order Cancel Order

The interface also allows the
user to enter the number of
pages of any hardcopy
documents that will be copied
to fulfill the request.

The calculated number of any
imaged pages is added to the
manually entered number of
any copied pages, and the total
number of pages is displayed
in the Number of Pages field
(see arrow).
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3.15.2.4 Enter Number of Copies
Receive Fulfill Admin Reports Search
Current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00
Orders Item: 3570001
Exceptions/Holds
UEI, FEIN, Acct # Entity name or requested name AMOUNT: $0.00
(Optional)
The user enters the number of Category Suocategory service
Copies being requested in the Document Reguest Certified Copies | Expedite Exception
Number of Copies field (see
arrOW) Upon Wh|Ch the SyStem Number of Pages 0 Number of Copies |0 Docs Requested
calculates the price of the t AddiView Notes Enter Data Add Item
document request.
Payment Information Balance Due: $0.00
Payer Name Payment Method
Address 1: Payment Amount $|0.00 Delete Payment
Address 2
Zip: City: State: | WA

Country: | United States

Add Payment

Generate Docs Complete Order Cancel Order
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3.15.2.5 Generate Documents for Customer
The user generates documents for the customer as already detailed in Section 3.2.2.6 on page 66.

3.15.2.6 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

3.15.3 Non-Ul Requirements
3.15.3.1 Document Retreival is Handled by Third-Party Tool
A third-party document browsing, viewing, and retrieval tool is leveraged by the system.
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3.16 User Processes a Request for Certificate

3.16.1 Description

User Story # Story Action
uso027 A user receives an expedited request for a certificate.

3.16.2 Wireframes
3.16.2.1 Create New Order
The user creates a new order as already detailed in Section 3.2.2.1 on page 60.

3.16.2.2 Enter Entity and Item Details

The user enters the entity and item information as already detailed in Section 3.2.2.2 on page 61. The user selects Document
Request as the category and Certificate as the service type. The user selects the Expedited check box.

3.16.2.3 Select Certificate Types

The user selects the certificate type or types similar to how documents are selected in Section 3.15.2.3 on page 100, except that the
button is labeled Certificates rather than Docs Requested.

3.16.2.4 Enter Number of Copies of Certificates

The user enters the number of copies to be produced of the selected certificate or certificates, as already detailed in Section 3.15.2.4
on page 101.

3.16.2.5 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

3.16.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 3.15.3.1 on page 102.
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3.17 User Processes a Request for an Apostille, Domestic Partnership, or Summons & Complaint

3.17.1 Description

User Story #

Story Action

uso028

A user receives an expedited request for an apostille, domestic partnership, or summons & complaint.
None of these service types are fulfilled within the system, but the system still accepts payment for these
items.

3.17.2 Wireframes

3.17.21 Create New Order
The user creates a new order as already detailed in Section 3.2.2.1 on page 60.
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3.17.2.2 Fulfill the Request
Receive Fulfill Admin Reports Search

current Order ORDER: 000 000 000 Receive Date: 00/00/00 TOTAL: $ 0.00

Orders Item: 3570001

Exceptions/Holds

UBI. FEIN, Acct # Entity name or requested name AMOUNT: 50.00
{Opticral)

The user selects the requested Caregory Sucategary
service. The example used in this Other Summons & Complaint | Expedite Exception

wireframe is Summons &
Complaint. The user then selects
the Expedite check box.

The Enter Data is button is
disabled because this item has to
be fulfilled externally from the
system. The user fulfills the item,
and then selects the FULFILLED
check box (see arrow). (This
check box only appears for those
work items that are not fulfilled
within the system.

Note: It will also be possible to
handle this marking of a work
item as fulfilled by having the
Corporations and Charities
System and the appropriate
external system communicate
with each other via API. However,
since that would also place a
development burden on the other
affected system, designing such
a solution is out of scope for this
design project.

FULFILLED _

Add/View Notes

Add Item

Payment Information

Payer Name

Address 1:
Address 2:
Zip: City:

Country: | United States

Payment Method

Payment Amount §|0.00

State: | WA

Generate Docs

Complete Order

Balance Due: $0.00

Delete Payment

Add Payment

Cancel Order
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3.17.2.3 Complete Order
The user completes the order as already detailed in Section 3.2.2.7 on page 68.

3.17.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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4  FULFILL USER STORIES
4.1 User Fulfills a New Formation and an Initial Report
4.1.1 Description
User Story # Story Action
uUSs029 A user opens a New Formation filing from the Fulfill worklist, and the New Formation filing is accompanied
by an Initial Report filing. The user fulfills both items.
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4.1.2 Wireframes
4.1.2.1 Open New Formation from Fulfill Worklist
Receive Fulfill Admin Reports Search
Worklist
Queus
Exceptions/Holds
Generated Docs WOrkgroup: (sheck box lacked i na sccess granced
| Corporations Trademarks Doc Reguests Domestic Partnerships Apostilles ~ ‘ B
The WOrkIISt tab IS the default Ieﬁ:— Charities Trusts Fundraisers +'| Summons & Complaints Al e Apply Filters
side tab for personne' Working in the Service Type: Status: ,.':fsc':';r-'c-.':': Date Range: Clear Filters
. . Single Filings roup Filings (@ ctive eview Ready (@ omestic oreign o
Fulfill functional area. The default seiesGrnries @ 4 e R @ 4 et el e :
top-level tab in the Worklist tab is —

. . ITEM 1D Service Type Expedite Entity Name Receive Date I Applicable Status In Use B
the Queue tab, which contains a * ! ’
fllterable I|St|ng Of WOI’k ItemS ITEM 3570001 LLC - New Formation 000-000 Bella Beauty 00/00/00 Note Active
received through mail, non- ITEM 3570003 Profit Corp - Annuel Reprt 00000 000000000  LunchbagLic 000 e Actve
expedited walk-in traffic, and online - ) -
f|l|ng (Onllne f|||ngs d|Sp|ayed |n the ITEM 3570004 LLC- Initial Report 000-000 000-000-000 Boblobboblong's law 00/00/00 Note Active
WOFklISt are ones that requ”e ITEM 3570007 Profit Corp - Annual Report 000-000 000-000-000 Mike's Milkshake Stand 00/00/00 Mote Active P.Parks
manual revieW_) ITEM 3570008 Nonprofit - Amendment 000-000 000-000-000 The Children's House 00/00/00 Note Active
FOI’ thIS user Story the user Selects ITEM 3570010 summons & Complaint 000-000 000-000-000 This Company Here 00/00/00 Note Active

to fulfill an LLC New Formation,
which is shown in the first row of the
worklist in the wireframe shown
here. The row has an expander
button (see arrow), indicating that
there is at least one additional filing
grouped with filing that is shown.

An Initial Report can be filed for free
at the same time as a New
Formation, so in this user story, the
additional filing is an Initial Report.
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for fulfillment; the feature
just allows the user to view
what the child-items are.

For this user story, the user
selects the New Formation’s
item number (“ITEM
3570001”) to open the filing
for fulfillment.

7/16/2015
Receive Fulfill Admin Reports Search
Waorklist
Queue
Exceptions/Holds
Generated Docs Workgroup: teneck boxlocked if o access granes
+'| Corporations Trademarks Doc Reguests Domestic Partnerships Apostilles
The ereframe Shown here Charities Trusts Fundraisers +| summons & Complaints All search Apply Filters
depiCtS the LLC NeW Service Type: Status: Jurisdiction: Date Range: Clear Filters
Formatlon |tem expanded to Single Filings Group Filings (@) Al Active Review Ready (@ Al @ Domestic Foreign All ®) Al o
display its dependent Initial _
Report flllng (See arroW) ITEM ID Service Type Expedite Order ID = If applicable Entity Name Receive Date IfApplcable™  Status In Use By
. FEIN® ana Reg 0

The Initial Report item (=) ITEM 3570001  LLC-New Formation 000-000 000-000-000 Bella Beauty 00/00/00 Note Active
num ber can nOt yet be |~ ITEM 3570002 LLC- Initial Report 000-000 000-000-000 Bella Beauty 00/00/00 Note Active
opened for editing, because
the N ew Formatlon m USt be ITEM 3570003 Profit Corp - Annual Repart 000-000 000-000-000 Lunchbag LLC 00/00/00 Note Active
fulfilled first. ITEM 3570004  Monprofit - Amendment 000-000 000-000-000 Boblobboblong's law 00/00/00 Note Active P Parks
It |S not necessary fOr the ITEM 3570007 Profit Corp - Annusl Report 000-000 000-000-000 Mike's Milkshake Stand 00/00/00 Note Active
user to eXpand a parent- ITEM 3570008 Nonprofit - Amendment 000-000 000-000-000 The Children's House 00/00/00 Note Active
Item S row before SeleCtIng It ITEM 3570010 Summons & Complaint 000-000 000-000-000 This Company Here 00/00/00 Note Active
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Receive Fulfill Admin Reports Search
Worklist
Queue Iterm 3570001 Item 3570002
Exceptions/Holds
Generated Docs Workgroup: (eheck b locked f no secess granted
+| Corporations Trademarks Doc Reguests Domestic Partnerships Apostilles
B ) . Search: Apply Filters
Th . h h Charities Trusts Fundraisers +| Summons & Complaints Al
€ vView shown nere
depiCtS how the worklist Service Type: . Status: . J'z";Ss'-"C‘-‘wa"‘-' ) N D:fe Range: Clear Filters
. Single Filings Group Filings Al Active Review Ready Al omestic oreign Al il
looks to other Fulfill users
once the LLC New - — - - T ee—
A X ITEM ID Service Type Bxpedite Ip£H applicable  Entity Name Receive Date Applicabie Status In Usa By
Formation item has been 1 FEINS an eg 07
ope ned. The item number E] LLC - New Formation 000-000 000-000-000 Bells Beauty 00/00/00 Note Active T. Jones _
is shown in a fainter font ITEM 3570003 Brofit Corp - Annual Repart 000-000 000-000-000 Lunchbag LLC 00/00/00 Note Active
color (see arrow), ) _
ITEM 3570004 LLC- Initial Report 000-000 000-000-000 Boblobboblong's law 00/00/00 Note Active P_Parks

indicating that the item
Cannot Currently be opened | ITEM 3570007 Profit Corp - Annual Repart 000-000 000-000-000 Mike's Milkshake Stand 00/00/00 Note Active
for editing. Additionally, the ITEM 3570008  Nonprofit- Amendment 000-000 000-000-000 The Children's House 00/00/00 Nes Active
name of the user who is
currently editing the item is
shown in the In Use By
column (see arrow).

ITEM 3570010 Summons & Complaint 000-000 000-000-000 This Company Here 00/00/00 More Active

Other users can still open
the item in read-only mode.
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4.1.2.2 Fulfill New Formation Filing
When the user Receive Fulfill Admin Reports Search
selects the work
item, the system
opens the filing
form on a new top- .
level tab. Because Workdist Queue | Item 3570001 | Item 3570002
this work item has Exceptions/Holds _ _ _ : :
a dependent f| | | ng, Generated Docs ITEM 1D Service Type Order ID ID £ if applicable Entity Name Receive Date Balance Paid Total Due
atab is also ITEM 3570001 WA LLC- New Formation 000-000 000-000-000 Marvin Gardens 00/00/00 30 50 DT ITEM
AddiView Notes (5)

gpeneg for ftTe e Form WA Limited Liability Company

epen ent I Ing Add/View Exceptions .,
(see arrows). Entity Name

h d Data Entry Status Submit a2 name for review:
The scanne
. Incamplete Look Up
image of the
corresponding Exception Status .
d t . stz ] Registered Agent

ocumentis s - _
displayed on the Agent type: Individual Entity
User’S Second Generated Docs
screen using a Mot ¥et Available Principal Office in WA
third-party viewer. Supporting Docs Bhone:
The user tabs z:::::z:::i‘ Email:
through the form P
and enters the Mailing address Street address Same as mailing address
information Address 1: Address 1t
required for the address 2 pddress 2:
fllm.g' The .SyStem Zip: City: Stater W Zip: aity: State: /A
validates fields as
necessary when Country: | United States Country: | United States
the user tabs out of
the f|e|d When a” Duration
reqUirEd data has This Limited Liability Company shall have perpetual duration
been entered, the This Limited Llability Company shall have a duration of years
user selects the
Fulfill button (see
arrOW). ‘ Fulfill save and Close
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Receive Fulfill Admin Reports Search
When the user
selects the Fulfill
button, the system
generates the -
appropriate Worklist Queue | Item 3570001 | Item 3570002
Exceptions/Holds
qqcum ents_ for the ITEM ID Service Type Order 1D ID #if applicable  Entity Name Receive Date Balance Paid Total Due
filing and displays Generated Docs : _
the DOcu mentS ITEM 3570001 WA LLC- New Formation 000-000 000-000-000 Marvin Gardens 00/00/00 s0 80 EDIT ITEM
H Addsview Notes (5)
Generated for This Form WA Limited Liability Company
Item mOdall By Add/View Exceptions
default, all Entity Name
Submit a name for review:
documents a_‘re D e e Documents Generated for This Item X
selected. Using the Incomplece
H Select All Clear All
available buttons, _
. Exception Status i
the Use.r can view Exceptions found Registered Agent +| Item 357001, Congratulation Letter
or ema" the nNe Agent type: Individual Entity /| Item 357001, Certificate
SeIeCtEd Generated Docs
documents.’ and Mot ¥er Avallable Principal Office in WA
can also print them
on their local Supporting Docs Phone:
printer' ::::: :E:::E‘ Email:
The primary Mailing address Queue for Printing View Email Print for Me Same as mailing address
purpos_e Of the Address 1:
modal is to queue
the dOCUmentS for Address 2: Address 2:
batch printing, Zip: City: State: WA Zip: City: Stater WA
which the user Country: | United States Country: | United States
does by selecting
the Queue for .
.. Duration
Printing button.
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
This Limited Liability Company shall expire on
Fulfill Save and Close
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4.1.2.3 Fulfill Initial Report Filing
. Receive Fulfill Admin Reports Search
In this user story,
when the user
selects the Queue
for Printing button
after fulfilling the worklet
NeW Formation orkls Queue Iterm 3570001 [tem 3570002
- Exceptions/Holds
flllng, the top_'l_eVEI Generated Docs ITEM 1D Service Type Order ID ID £ if applicable Entity Name Receive Date EBalance Paid Total Due
tab for the Initial ) :
.y . ITEM 3570002 WA LLC- Initial Report 000-000 000-000-000 00/00/00 30 s0 EDIT ITEM
Report filing is
. l Addfview Notes (0)
automatically Initial Report for WA Limited Liability Company
dr:SpIayEdi Sot::ha.t lAddN\ew Exceptions Entity Name
the user can begin
completing this next Data Entry Status LUNCH BAG, LLC
dependent filing. e
Th|S Same methOd Of e UBI number: 987-654-321 Account number: 2345432-10
automatlca”y Exceptions found Regist dA ¢
B NO egistered Agen
opening the next
f|l|ng iS Used Generated Docs Agent type: Individual Edit
whenever work RS Name: RobertJohnson
items are grouped Phone: 360-555-1234
Supporting Docs
by a common ID Sppartng Desument | Email: bob.johnson@bobs-corp.com
Supparting Document 2
The user tabs Street address Mailing address
through the form and 122 5th strect e 1934 5th Street NE
enters the Suite 321 Suite 321
|nf0rmat|0n requ”-ed Olympia, WA  93001-1234 Olympia, WA 98001-1234
for the filing. The United states United States
fsglségrgsvﬁg?:zgessar Principal Office in WA
I y Phone: 360-555-1234 Edit
when the user tabs
out Of the fleld Email: bob.johnsen@bobs-corp.com
When all required Mailing address Street address
data has been 2345 6th Street SW 1234 Sth Street NE
#264 Suite 321
entered, the user Olympia, WA 98001-2345 Olympia, WA 98001-1234
selects the Fulfill
button Fulfill Save and Close
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Receive Fulfill Admin Reports Search
The system
displays the
documents
generated for the perkist Queve  Item 3570001 | frem 3570002
filing, and the user Exceptions/Holds
VIeWS, em a.llS, Generated Docs ITEM ID Service Type Order ID ID # if applicable Entity Name Receive Date Balance Paid Total Due
pl’lntS |Oca||y, or ITEM 3570002 WA LLC- Initial Report 000-000 000-000-000 00/00/00 s0 0 EDIT ITEM
queues for printing ‘ Addnview Notes (0) . .y o
as already Initial Report for WA Limited Liability Company
described earlier in ‘Ad‘”\“e‘” BRGNS | Entity Name
this user story. B LUNCH BAG, LLC Documents Generated for This Item x
Since in this user A Select All | | Clear Al
story the user is Exception Status VBl number: 387-654-521 | Item 357002, Confirmation Letter
processing a set of E"Septi""sf"”"d .
Registered Agent
grouped work - i
itemS, and the Generated Docs Agent type:  Individual Edit
current Work |tem Mot et Avallable Mame: Robert Johnson
is the final one in . Phone: 360-555-1234
Supporting Docs

the group1 When Supperiing Desument 1 Email: bob.johnson@bobs-corp.com
the user selects BT
the Queue for Street address Queue for Printing Wiew Email Print for Me
Printing button all 123450 StreetE Sore 321

urte
f[abs fqr the work Olympia, Wa  98001-1234 Olympia, WA 98001-1234
items in the group United States United States
are closed and the
Queue tab is Principal Office in WA
displayed. The Phone: 360-555-1234 Edit
fulf"led itemS are Email: bob.johnson@bobs-corp.com
no Ionger: Shown n Mailing address Street address
the worklist. 2345 6th Street SW 1234 5th Street NE

#264 Suite 321

Ohemnia Wa  GRONT-7245 Ohsmnia Wa  ORNN1-1234

Fulfill Save and Close
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4.1.3 Non-Ul Requirements

4.1.3.1 Generate Documents via Third-Party Tool
Generated documents are created in PDF format via a third-party tool.

4.1.3.2 View Documents via Third-Party Tool
Generated documents are viewed via a third-party tool.
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4.2 User Fulfills a Standalone Filing (No Dependent Filings)
4.2.1 Description
User Story # Story Action
uSs030 A user opens a standalone filing (i.e., a filing with no dependent or grouped filings) from the Fulfill worklist,
and fulfills it.

4.2.2 Wireframes
4.2.2.1 Open Filing from Worklist
The user opens a filing from the worklist as already detailed in Section 4.1.2.1 on page 108.

4.2.2.2 Fulfill Filing

The user fulfills the filing as already detailed in Section 4.1.2.2 on page 111. Since this is a single filing, when the user queues the
fulfilled item for printing, the item closes and the Queue tab is displayed.

4.2.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 4.1.3 on page 115.
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4.3 User Finds an Exception While Fulfilling a Filing

4.3.1 Description

User Story #

Story Action

US031

A user finds an exception while fulfilling a filing. The user records the exception in the system and closes
the filing.
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4.3.2 Wireframes
4.3.2.1 Enter Exception Found in Filing
Receive Fulfill Admin Reports Search
For this user story, while
fulfilling the item, the
user identifies an
exception. Worklist
Queue | ITEM 3570003
The user clicks the Exceptions/Holds
. . ITEM 1D Service Type Order 1D ID # if applicable  Entity Name Receive Date Balance Paid Total Due
Add/View Exceptions Generated Docs
Profit Corp- Annual R 000-000 000-000-000 00/00/00 s0 0 EDIT ITEM
bl.l'[ton (See arI‘OW) i ITEM 3570003 rofit Corp- Annual Report s
[ Add/View Notes .
Annual Report for WA Profit Corporation
d Addfview Exceptions .
Entity Name
Data Entry Status LUNCH BAG, LLC
Incomplete
UBI number: 987-654-321 Account number: 2345432-10
Exception Status
Exceptions found
NO Registered Agent
Generated Docs Agent type:  Individual Edit 1
Not Yet Available Mame: Robert Johnson
Phone: 360-555-1234
Supporting Docs
S Email: bob.johnson@bobs-corp.com
Supperting Document 2
Street address Mailing address
1234 5th Strest NE 1234 5th Street NE
Suite 321 Suite 321
Olympia, WA 98001-1234 Olympia, WA 98001-1234
United States United States
Principal Office in WA
Phone: 360-555-1234 Edit
Email: bob.joehnson@bobs-corp.com
Mailing address Street address
2345 Gth Street SW 1234 5th Street NE
#264 Suite 321
Olympia, WA 93001-2245 Olympia, WA 98001-1234
United States United States
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Receive Fulfill Admin Reports Search
The system
displays the -
3 orklis
Add/View Add/View Exceptions X
Exceptions modal. Exceptions/Holds Exception history for Item 3570003 - Annual Repart far LUNCH BAG LLC
Generated Docs ) ) i
|f no exceptions Date Entered By Type Exception Status Resolution p—
have previously Addview Notes (5) || ]
been added to the
item the mOdaI iS Add/View Exceptions
empty. Data Entry Status
Incomplete
Exception Status
Exceptions found
NO
Generated Docs
Mot Yet Available
Supporting Docs Exception area:
Supparting Documnent 1
Supporting Document2 Enter exception:
Add
State: | WA
Wiew/Edit Exception Text Generate Exception Docs Save Cancel
Duration
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
Fulfill Save and Close
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Receive Fulfill Admin Reports Search
From the drop-
dOWn |iSt, the Worklist Addvi Ex . x
lew Exceptions
user selects the xceptions/Holds P
f th f Exception history for Item 3570003 - Annual Report for LUNCH BAG LLC
ue
grea o e orm Generated Docs Dati Entered B: T Excepti Stat R luti
that contains the ate ntered By ype ception atus esolution p—
except|0n1 ‘ Add/view Notes (5) _
enters a
description of ‘AddN\ew Exceptions
the exception,
H Data Entry Status
and clicks Add. Y
Incomplete
Exception Status
Exceptions found
NO
Generated Docs
Mot Yet Available
Supporting Docs Exception area: | General filing
Supparting Document 1 X
Sppertog Dosument 1 Enter exception:
Supporting Documents are not sufficient. More documentation is needed to complete filing.
Add
State: | WA
Wiew/Edit Exception Text Generate Exception Docs Save Cancel
Duration
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
Fulfill Save and Close
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Receive Fulfill Admin Reports Search
The exception is
added 'tO the . Add/View Exceptions b 4
exceptl_ons g”di Worklist qul Exception history for Item 3570003 - Annual Report for LUNCH BAG LLC
dISp|ayIng the Exceptions/Holds | ) )
. . Date Entered By Type Exception Status Resolution
timestamp when it Generated Docs -
02-24-2015, 5 General Filing: Supperting Documents are net sufficient. More
was added, the ot AN Jerry Smith Manual | o ation is needed to complete filing. Active Resolve EDIT ITEM
user name, the | Addview Notes || |
type of exception A
(Manua| or IAddN\ew Exceptions ;
System), the user-
. Data Entry Status LY
entered exception M— _]
information, the A
exception’s status, | Bxceptionstatus ]
and the Resolve o eneend R
button (which is A:I e |
. Generated Docs |
clicked later after Mot Vet Aualable
the exception has Exception area:
been reSOI\led) . Supporting Docs Enter exception:
. Supparting Document 1
The user clicks R N——
Save to save the st
changes that have
been made to the "
exceptions grid.
; View/Edit Exception Text Generate Exception Docs Save Cancel
Ph Edit
Email: bob.johnson@bobs-corp.com
Mailing address Street address
2345 6th Street SW 1234 5th Street NE
#264 Suite 321
Olympia, WA 98001-2345 Olympiz, WA 08001-1234
United States United States
Staff Console User Stories.Docx 121



Corporations and Charities System Staff Console User Stories
7/16/2015

4.3.3 Non-Ul Requirements
4.3.3.1 Change Filing Status When Exception is Recorded
When an exception is recorded on a filing, the filing’s status changes from Active to Needs Attention.
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4.4 User Determines Wrong Information Was Entered for Filing & Corrects It, Resulting in Balance Due Exception
4.4.1 Description
User Story # Story Action
USs032 A user opens a filing from the Fulfill worklist and determines that the wrong category, subcategory, or

service was recorded for the filing, or that the entity ID was entered incorrectly. The user makes the
correction, after which the system automatically recalculates the balance due, and a Balance Due
exception is triggered.
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44.2 Wireframes
4.4.2.1 Change Service Type or Entity ID Information
Receive Fulfill Reports Search
For this user story, the
user opens the work
item, looks at the form
displayed by the system, Worklist Queve | TEM 3970070
looks at the document Exceptions/Holds
image on their second Generated Docs ITEM ID Order Filing Type Balance Paid Total Due
screen, and determines ITEM 3570010 03 LLC-Inidal Report $10 50 EDIT ITEM
that the wrong service Add/View Notes . L
type was selected for the Initial Report for WA Limited Liability Company
type of filing received. ["dd"“e‘” EXCePOS || | Entity Name
The user clicks the Edit Data Entry Status LUNCH BAG, LLC
. Incomplete
Item button to edit the ’
. . UBI number: 987-654-321 Account number: 2345432-10
information recorded Exception Status
when the item was S T e Registered Agent
received. et e Agent type: Individual Edit :
Not Yet Available Mame: Robert Johnson
Phone: 360-555-1234
Supporting Docs
Supporting Document 1 Email: bob.johnson@bobs-corp.com
Street address Mailing address
1234 5th Streat NE 1234 Sth Street NE
cuite 321 Suite 321
Olympia, WA 98001-1234 Olympia, WA 98001-1234
United States United States
Principal Office in WA
Phone: 360-555-1234 Edit
Email: bob.johnson@bobs-corp.com
Mailing address Street address
2345 6th Street SW 1234 5th Street NE
#264 Suite 321
Olympia, WA 93001-2245 Olympia, WA 98001-1234
United States United States
Staff Console User Stories.Docx 124



Corporations and Charities System

Staff Console User Stories

7/16/2015

Receive Fulfill Admin Reports Search
The user selects or
enters the correct Workdist Queue | ITEM 3570010
information. For Exceptions/Holds
this user story the Generated Docs ITEM ID Order Service Type 1D # if applicable Filing Date Balance Paid Total Due

i)

user corrects the ITEM 3570010 03 LLC - Initial Report UBl# 00/00/00 510 $61 _
SerVICe t e, and [ Add/View Notes Category Subcategory Service
the new gg rVice WA LLC LLC Annual Report This change will create a Balance Due exception. _
type has a higher [Addmew Frceptions 987-654-321 LUNCH BAG, LLC CANCEL CONFIRM

fee than the
service type that
was originally
selected.

The new total due
and a warning
message are
displayed (see
arrows).

If the user clicks
Confirm, a Balance
Due exception is
triggered.

Data Entry Status
Incomplete

Exception Status

Exceptions found
NO

Generated Docs
Mot Yet Available

Supporting Docs
Supperting Document 1
Supperting Document 2

Initial Report for WA Limited Liability Company

Entity Name

LUNCH BAG, LLC

UBI number: 987-654-321

Account number: 2345432-10

Registered Agent
Agent type: Individual Edit
MName: Robert]ohnson
Phone: 360-555-1234
Email: bob.johnson@bobs-corp.com
Street address Mailing address
1234 5th Street NE 1234 5th Street NE
Suite 321 Suite 321
Olympia, WA 93001-1234 Olympia, WA 98001-1234
United States United States
Principal Office in WA
Phone: 360-555-1234 Edit

Email: bob.johnsen@bobs-corp.com

Mailing address

Street address
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Email: bob.johnson@bobs-corp.com

Mailing address
2345 Gth Street SW
#264
Olympia, WA 98001-2345
United States

Street address
1234 5th Street ME
Suite 321
Olympia, WA 98001-1234
United States

7/16/2015
Receive Fulfill Admin Reports Search
The Item now Werklist Queue ITEM 3570010
haS a balance Exceptions/Holds
d ue (See arroW) . Generated Docs ITEM 1D Order Filing Type 1D # if applicable Filing Date Balance Paid Total Due
ITEM 3570010 03 LLC - Annual Report UBI # 00/00/00 510 s61 EDIT ITEM
Once the user
‘ Add/view Notes L. .
saves and closes Annual Report for WA Limited Liability Company
the Item’ the ‘ AddiView Exceptions (1) Entity N
system moves ntity Name
the item to the DataEntrystatus | LUNCH BAG, LLC
exception queue. resmelese
UBI number: 987-654-321 Account number: 2345432-10
Exception Status
Exceptions found
YES Registered Agent
oD . Agent type:  Individual Edit :
L Mame: RobertJohnson
Phone: 360-355-1234
Supporting Docs
PrrrmrrlErs ] Email: bob.johnson@bobs-corp.com
Supparting Document 2
Street address Mailing address
1234 5th Street NE 1234 5th Street NE
Suite 321 Suite 321
Olympia, WA  98001-1234 Olympia, WA 98001-1234
United States United States
Principal Office in WA
Phone: 360-555-1234 Edit
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4.4.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 4.3.3.1 on page 122.
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4.5 User Fulfills Multiple Filings for Same Entity
4.5.1 Description
User Story # Story Action
us033 A user opens a filing from the Fulfill worklist for which the worklist contains multiple filings for the same
entity. The user fulfills all of the entity’s filings in succession.

4.5.2 Wireframes
4.5.2.1 Open Filing from Worklist

Multiple items for the same entity ID are shown on the Queue tab, with one item displayed and the rest hidden. The hidden items are
shown when the user clicks the expander button next to the first item, but cannot be opened for editing. The user opens the first item
as already detailed in Section 4.1.2.1 on page 108.

4.5.2.2 Fulfill First Filing
The user fulfills the first filing in the group as already detailed in Section 4.1.2.2 on page 111.

4.5.2.3 Fulfill Additional Filings
The user fulfills the additional filings in the group by repeating the steps already detailed in Section 4.1.2.3 on page 113.

4.5.3 Non-Ul Requirements
4.5.3.1 System Holds New Items in Pending State Until They Can Be Fulfilled

Dependent filings can belong to multiple categories. For example, an entity could submit both a Corporations filing and a document
request, and the document request could be related to the filing such that the filing must be fulfilled before the document request. If
one group of users is fulfilling Corporations filings, and another group of users is fulfiling Document Request items, the system must
hold the associated document request in a pending state and not display it in the worklist for Document Request users until the
Corporations filing has been fulfilled.
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4.6 User Enters Note on a Fulfilled Work Item
4.6.1 Description

User Story # Story Action

Us034 A user enters a note on a work item that is being fulfilled.

Staff Console User Stories.Docx 129



Corporations and Charities System Staff Console User Stories

7/16/2015
4.6.2 Wireframes
4.6.2.1 Enter Note on Work Item
I

To add a note on a Receive Fulfill Admin Reports Search
work item that has been
opened, the user clicks
the Add/View Notes
button (see arrow). The orkist
number in parentheses Ex‘:;p::onsmows Queus Iterm 3570001 Iterm 3570002
on the bUtton Indlcates Generated Docs ITEM 1D Order Service Type 1D # if applicable Filing Date Ealance Paid Total Due
the number of notes ,

ITEM 357000 - $0 EDIT ITEM
that have been entered. {Addm,ew Notes(5) | ———| Add/View Notes b 4

. Form WA Lin _ i
The SyStem dISplayS the {AddNiew S MNotes on Item 3570001 - LLC New Formation
Add/View Notes modal. Entity Name pate Entared By Note :
The modal diSpIayS the Data Entry Status Submit & name fo 02202015, Lance Jackson entered this nate. Lance Jackson thought this note ufould
nO'[eS that haVe been Incomplete 10125 AM Lance Jackson lze helpful. Do you think this note is helpful? Lance Jackson would like to
get your feedback.
nter long with th : — ]
e. te Ed1 alo g t t € EIE T H A . 02-20-2015, Mary Reynolds wrote this note as a followup to Lance Jackson's helpful
timestam p When the Exceptions found Registered Agent| | 5. o Mary Reynolds note.
note was saved and the | " ngentiyper (il |
name Of the user Who Cenerated Docs 12:59 PM Mary Reynolds Mary Reynolds also wrote this note.
Mot Yet Available
entered the nOte- o Principal Office if| | gz-27-2015, 05 " Lance Jackson entered an additional note to record information about
3114 AM nce Jackson this filing, after talking to the customer to get confirmation.

The user enters a new Supporting Docs phone: | 1 .
note by typing the note — oo
in the “Enter note” field Enter note:
and C|iCking SaVe. Mailing address S5

Address 1:

Address 2:

Zip: State: WA
Country: | U
Save Cancel
Duration

This Limited Liability Company shall have perpetual duration

This Limited Llability Company shall have a duration of years

Fulfill save and Close

Staff Console User Stories.Docx 130



Corporations and Charities System Staff Console User Stories
7/16/2015

4.6.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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4.7 User Views Non-System-Fulfilled Work Item, Fulfills It, Marks It as Fulfilled

4.7.1 Description

User Story #

Story Action

US035

A user opens a work item such as an apostille, domestic partnership, or summons & complain, none of
which are fulfilled in the system. The user fulfills the work item outside of the system, and then in the

system marks the item as fulfilled.
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4.7.2 Wireframes
4.7.2.1 Open Non-System-Fulfilled Work Item
| Receive Fulfill Admin Reports Search

The user opens a work

item that cannot be

fulfilled within the

system, but whose

fulfillment status must Workist Queue | ITEM 3570008

be tracked by the Exceptions/Holds

SyStem . Generated Docs ITEM ID Order Service Type ID # if applicable Filing Date Ealance Paid Total Due

ITEM 3570008 03 Summons & Complaints UBI #000-000-000 00/00/00 50 50 EDIT ITEM

The user opens the [ i Nt

work item to make any
necessary ChangeS to Add/View Exceptions

Summons & Complaints for LUNCH BAG, LLC

. Entity N
the item data, and to ety Name
gather the information DZj:E"*W status | | LUNCH BAG, LLC
needed in order to fulfill
. UBI number: 987-654-321 Account number: 234543210
the item. Exception Status
Exceptions found
NO
The user selects the culfilled

Save and Close button. | cenerated bocs
Mot Yet Available

The system closes the
item’s tab and displayes | supporting pocs
the Queue tab. ST

Supporting Document 2

Fulfi Save and Close
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4.7.2.2 Fulfill Work Item Outside of System
The user performs the necessary steps to perform the work item outside of the system.
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4.7.2.3 Mark Work Item as Fulfilled
| Receive Fulfill Admin Reports Search

The user re-opens

the work item and

selects the Fulfilled

check box.

The user selects the Workist Queue | mem 3570008

H Exceptions/Holds
FUIfIII bUtton' Generated Docs ITEM ID Order Service Type 1D # if applicable Filing Date Balance Paid Total Due
The SyStem records ITEM 3570008 03 Summons & Complaints UBI #000-000-D00 D0/00/00 30 30 EDIT ITEM

that the item has
been fulfilled, closes
the work item’s tab,
and displays the
Queue tab.

‘ Add/View Notes
‘ Add/View Exceptions

Data Entry Status
NiA

Exception Status

Exceptions found
NO

Generated Docs
Mot Yet Available

Supporting Docs

Supparting Docurment 1
Supparting Dozument 2

Summons & Complaints for LUNCH BAG, LLC

Entity Name

LUNCH BAG, LLC

UBI number: 987-654-321 Account number: 2345432-10

+| Fulfilled

Fulfill Save and Close
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4.7.3 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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4.8 User Opens Returned Exception Filing, Contacts Customer, Closes Filing Without Resolving Exception

4.8.1 Description

User Story #

Story Action

uso47

A user opens a returned exception filing, which appears in the Fulfill worklist. The user reviews the new
information provided by the customer and determines that it is not sufficient to resolve the exception. The
user generates a new exception letter to the customer and closes the filing without completing it.
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4.8.2 Wireframes
4.8.2.1 Open “Review Ready” Filing

Receijve

Worklist
Exceptions/Holds

Generated Docs

An item that was returned to the
customer due to an exception and
has been resubmitted by the
customer has a system status of
“Review Ready” (see arrow).

The user opens the work item from
the worklist.

Queus
Workgroup: ieheck boxlocked it no sscess granted
+| Carporatiens Trademarks Doc Requests Daomestic Partnerships Apaostilles
. Search: Apply Filters
Charities Trusts Fundraisers +| Summons & Complaints All
Service Type: Status: Jurisdiction: Date Range: Clear Filtars
Single Filings Group Filings (@) Al Active Review Ready (@ Al @ Domestic Fareign All ®) Al o
ITEM ID Service Type Expedite Order 1D # If applicable Entity Name Receive Date If Applicable™ Status In Use By
FEIN and Reg D=
(=) 1TEM 3570001 LLC- New Formation 000-000 000-000-000 Bella Beauty 00/00/00 Note Active
ITEM 3570002 LLC- Initial Report 000-000 000-000-000 Eella Beauty 00/00/00 More Active
ITEM 3570003 Profit Corp - Annual Repart 000-000 000-000-000 Lunchbag LLC 00/00/00 Note Active
ITEM 3570004 Nonprafit - Amendment 000-000 000-000-000 Boblobboblong's law 00/00/00 Note Active P.Parks
ITEM 3570007 Prafit Corp - Annual Report 000-000 000-000-000 Mike's Milkshake Stand 00/00/00 Note Active
ITEM 3570008 MNonprafit - Amendment 000-000 D00-000-000 The Children's House 00/00/00 Mate Artive '
ITEM 3570010 Summons & Complaint 000-000 000-000-000 This Company Here 00/00/00 Note Active
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4.8.2.2 Review Exception and Filing
The user reviews the work item as already detailed in Section 4.1.2.2 on page 111.

The user reviews the exceptions that exist on the item by accessing the Add/View Exceptions modal as detailed in Section 4.3.2.1 on
page 118.
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4.8.2.3 Generate New Exception Letter
Receive Fulfill Admin Reports Search
worklist . .
The user resolves Add/View Exceptions X
any exceptions Exceptions/Holds Exception history for Item 3570008 - LLC Annual Repart for Lunch Bag, LLC
Generated D -
that can be sneretec Bocs Date Entered By Type Exception Status Resolution p—
resolved, adds any
eXCeptions that Add/View Notes (5) || [ ?i_jgi;: 5 Gary McCoy Manual | Signature: The filing document does not include a signature. Active Resolve
need t_o be added’ Add/View Exceptions 02-21-2015, Mary R d Syst Registered Agent: The Registered Agent entity does not have a valid Resolved | € leted
and CI|CkS the 3:46 PM =/ LS daizn business registraticn. esolve omplete
View/Edit Data Entry Status 02-21-2015, Mary R d Syet Effective Date: The Effective Date cannot be more than 90 days from the acti Fix Through
Exception Text Incomplete 3:46 PM ary Reynoids YEEM | Siling date. Y& Validation
button (see arrow). ,
Exception Status
Exceptions found
NO
Generated Docs
Mot Yet Available
Supporting Docs Exception area:
Supparting Dezument 1
Suppoing Domumenc2 Enter exception:
Add
State: | WA
View/Edit Exception Text Generate Exception Docs Save Cancel

Duration
This Limited Liability Company shall have perpetual duration

This Limited Llability Company shall have a duration of years

Fulfill Save and Close
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Receive Fulfill Admin Reports Search

The system
displays the
View/Edit pordst Add/View Excentions X
Exceptlon Letter Exceptions/Holds Exceptiol View/Edit Exception Letter Text x
TeXt mOda‘I' The Generated Docs Date The following text describing the exceptions on this order/itern will be included in the exception letter generated for: ution
system pre- | [tern 357001 - LLC Mew Formation EOIITEM
populates this Addview Notes (5) || | ?gj‘;i oive
modal with the I : o -
descriptions Of the Add/View Exceptions 02-21-3) The following problems have been identified with your filing: .
exceptions that Lata entry status aeP - Signature: The filing document does not include a signature.

02-21-2] h
have been added Incomplere OR 3:46 P - Registered Agent: The Registered Agent entity does not have a valid business registration. ;?;ng

H Complete
for the Work Item’ . - Effective Date: The Effective Date cannot be more than 90 days from the filing date.
and a||0WS the |Exception Status
user to view the T
descriptions. The |, ..ated pacs
text entered here Available OR
. . . Not Ye
isincluded inthe | Wase
exception letter R Exceptio
sent to the e Seramere2 e ox
customer, which is
generated by the
system using a
template.
The text is also State: | A
editable, and if the ot
user wishes to View/q el
edit the text, the
user clicks the puration
Edit button. This Limited Liability Company shall have perpetual duration
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Receive Fulfill Admin Reports Search
Worklist . .
When the user Add/View Exceptions p 4
clicks the Edit Exceptions/Holds Exceptio| View/Edit Exception Letter Text X
ue
bUttonl the text Generated Docs Date The following text describing the exceptions on this order/itemn will be included in the exception letter generated for: utien | |
becomes editable. Item 357001 - LLC New Formation EDIT ITEM
. —] | 02-20-2]
. Add/view Notes (5) —_——_= == | = = — olve
After making any A [BFBIBIUIEEEEIE=E=E
necessary ed |ts to Add/View Exceptions 02-21-3| | The following problems have been identified with your filing: eted
346 P
the teXty the user - Signature: The filing document does not include a signature.
clicks Save and Data Entry Status 02-21-2 rough
Incomplete 3:46 P - Registered Agent: The Registered Agent entity does not have a valid business registration. tion
the system closes
the mOdaI . B Tt - Effective Date: The Effective Date cannct be more than 90 days from the filing date.
Exceptions found
NO
Generated Docs
Mot Yet Available
Supporting Docs Exceptiol
Supparting Documnent 1
Sppertog Dosument 1 Enter ex
State: | WA
Save Cancel
View/H bncel
Duration
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
Fulfill Save and Close
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Receive Fulfill Admin Reports Search
The user clicks the
Generate
. ki
Exception Docs Herkdst Add/View Exceptions X
button (See arrOW). Exceptions/Holds Exception history for ltem 3570008 - LLC Annual Report for Lunch Bag, LLC
Generated Docs ) ) i
The System Date Entered By Type Exception Status Resolution p—
dISplayS the [ Add/View Notes (5) || | ?Eggis’: = Gary McCoy Manual | Signature: The filing document does not include a signature. Active Resolve
Documents '
Generated for Th|s [AddN\ew Exceptions 0.2-21-201 5, Mary Reynolds syste Registered Agent: The Registered ﬁtge_nt entity -does not have a valid Resolved | Completed
Exception modal. EDHN Documents Generated for This Exception ¢
Sy defau It, a” DT::D:;TEZ seatus giél;;m > Mary Reynolds Syste Select All Clear All ys from the Active C’ZI;Z::?;ngh
ocuments are )
+| Item 357001, Exception Letter
selected. The user Bxsptionsiates | Item 357001, LLC New Formation
can view, email, or LA
rint locally the
gelected y Generated Docs
Mot Yet Available
documents.
The user clicks the  |surperting Docs Exceprion ares:
Queue for Printing ::::: :Z:::i‘ Enter exception:
button to queue Queue for Printing Wiew Email Print for Me
these exception
documents to be
batch-printed and
mailed to the red state: [
ate: | WA

customer.

View/Edit Exception Text Generate Exception Docs - Save Cancel

Duration
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
Fulfill Save and Close
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4.8.3 Non-Ul Requirements
4.8.3.1 New Exception Letter Resets Exception Filing Expiration Timer

A customer is typically given 30 days to respond to an exception letter on a work item. In the event that a customer responds but the
exception still cannot be resolved in the system, resulting in a new exception letter being generated, the 30-day timer is reset for the
customer.
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4.9 User Opens Returned Exception Filing and Fulfills It
4.9.1 Description
User Story # Story Action
uso048 A user opens a returned exception filing, which appears in the Fulfill worklist. The user reviews the new

information provided by the customer and determines that the exception has been resolved. The user
fulfills the filing.

4.9.2 Wireframes
4.9.2.1 Open “Review Ready” Filing
The user opens a “Review Ready” filing as already detailed in Section 4.8.2.1 on page 138.
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4.9.2.2 Review Exception and Filing

| Receive Fulfill Admin Reports Search
The user reviews
the customer’s re-
submitted
information and
determines that the Worklist ) }
exception has been Add/View Exceptions X

Bxceptions/Holds Exception history for Item 3570008 - LLC Annual Report for Lunch Bag, LLC —
reSOI\Ied' Generated Docs ) ) e
Date Entered By Type Exception Status Resolution p—
The customer clicks
Add/View [ Add/View Notes (5) || 7] ?é;;gi:r: 5 Gary McCay Manual | Signature: The filing document does not include a signature. Active Resolve
Exceptlor_]s and the [AddN\ew Exceptions
system displays the
Add/VIEW Data Entry Status
Exceptions modal. Incomplece
The user clicks the Exception Status
Resolve button next LTI
to all of the
exceptions that have | Senéred Boc
not yet been marked
as such. ST Exception area:
Supporting Docurnent 1 X
T [Tt Enter exception:
Add
Stater | WA
View/Edit Exception Text Generate Exception Docs Save Cancel
Duration

This Limited Liability Company shall have perpetual duration

This Limited Llability Company shall have a duration of years

Fulfill Save and Close
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Receive Fulfill Admin Reports Search
The system marks
Worklist
the Sel_eCted o Add/View Exceptions b4
exceptlons as Exceptions/Holds Exception history for Item 3570008 - LLC Annual Report for Lunch Bag, LLC
reSOIVed- Generated Docs i
Date Entered By Type Exception Status Resolution p—
The user clicks H P
Save |: Add/View Notes (5) 10:26 AM " Gary McCoy Manual | Signature: The filing document does not include a signature. Resolved | Completed
The SyStem CIOSES |:AddN\ew Exceptions
the Add/View
. Data Entry Status
Exceptions modal. Incomplece
Exception Status
Exceptions found
NO
Generated Docs
Mot Yet Available
Supporting Docs Exception area:
Supparting Documnent 1
Sppertog Dosument 1 Enter exception:
Add
State: | WA
Wiew/Edit Exception Text Generate Exception Docs Save Cancel
Duration
This Limited Liability Company shall have perpetual duration
This Limited Llability Company shall have a duration of years
Fulfill Save and Close
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4.9.2.3 Fulfill Filing
The user fulfills the work item as already described in Section 4.1.2.3 on page 113.

4.9.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in previous user stories.
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5 DocUMENT REQUEST USER STORIES

5.1 User Fulfills a Document Request for Regular or Certified Copies

5.1.1 Description

User Story #

Story Action

uS054

A user fulfills a request for certified or non-certified copies.

5.1.2 Wireframes

5.1.2.1 Open Request for Copies
The user opens a copy request from the Fulfill worklist, using the same process described in Section 4.1.2.1 on page 108.
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5.1.2.2 Select Requested Documents
Receive Fulfill Admin Reports Search
worklist
Queue | ITEM 3570008
Exceptions/Holds
Generated Docs ITEM 1D Service Type Order ID # if applicable Entity Name Receive Date  [FAgplicable™ Balance Paid Total Due
ITEM 3570008 Certified Copies 000-000 000-000-000 Lunch Bag LLC 00/00/00 Note 30 0 EDIT ITEM

Addfview Notes
Certified Copies for LUNCH BAG, LLC

Add/View Exceptions .
Entity Name

Data Entry Status LUNCH BAG, LLC
N/A

UBI number: 987-654-321 Account number: 2345432-10
Exception Status

Exceptions found

NO
Number of Pages |0 Mumber of Copies |0 Docs Requested _

Generated Docs
Cartifisd Copy of Doz &
Cartified Copy of Doz B

Supporting Docs
Supparting Dezumeant |

Supparing Desumeant 2 Fulfill Save and Close

When the document request item is opened, the system
displays the scanned image of the customer’s document
request on their second screen.

The user clicks the Docs Requested button (see arrow) and
selects the documents that will meet the user’s request.
The viewing and selecting of documents is done via a third-
party document image tool to be integrated with the system.
The system automatically calculates the number of pages
in the request.
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The user enters the number of
copies being requested in the
Number of Copies field (see
arrow), upon which the system
calculates the price of the
document request.

When the document request

ns

7/16/2015
5.1.2.3 Enter Number of Copies
Receive Fulfill Admin Reports Search
worklist _
Queue ITEM 3570008
Exceptions/Holds
Genarated Docs ITEM ID Service Type Order ID £ if applicable Entity Name Receive Date  [TApplicable™ Balance Paid Total Due
ITEM 3570008 Certified Copies 000-000 000-000-000 Lunch Bag LLC 00/00/00 Note 30 50 EDIT ITEM

Certified Copies for LUNCH BAG, LLC

Entity Name

LUNCH BAG, LLC

UBI number: 987-654-321

Account number: 2345432-10

Number of Pages

Mumber of Copies |0

Docs Requested

was received, the system
assessed the base fee for the "‘
document request. If the
customer requested a total
number of pages that requires
a payment greater than the el
base fee and greater than the
amount paid by the customer,
then the system triggers a
balance due exception and the
document request is routed to
exception handling, following
the same logical process
detailed in Section 4.4 on page
123 (except that the user does
not make changes to the item
information at the top of the
tab).

Save and Close
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5.1.2.4 Generate Documents for Customer

The user generates documents for the customer as already detailed in Section 4.1.2.2 on page 111. When the user queues the
fulfilled document request for printing, the item closes and the Queue tab is displayed.

5.1.3 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 3.15.3.1 on page 102.
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5.2 User Fulfills a Request for Certificate
5.2.1 Description

User Story # Story Action
US055 A user fulfills a request for a certificate.

5.2.1.1 Open Request for Certificate
The user opens a certificate request from the Fulfill worklist, using the same process described in Section 4.1.2.1 on page 108.

5.2.1.2 Select Certificate Types

The user selects the certificate type or types similar to how documents are selected in Section 5.1.2.2 on page 150, except that the
button is labeled Certificates rather than Docs Requested.

5.2.1.3 Enter Number of Copies of Certificates

The user enters the number of copies to be produced of the selected certificate or certificates, as already detailed in Section 5.1.2.3
page 151.

5.2.1.4 Generate Documents for Customer

The user generates documents for the customer as already detailed in Section 4.1.2.2 on page 111. When the user queues the
fulfilled document request for printing, the item closes and the Queue tab is displayed.

5.2.2 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in Section 3.15.3.1 on page 102.
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6 DOoOCUMENT MANAGEMENT USER STORIES

The document management component of the Corporations and Charities System will require the implementation of a third-party
document management tool, and decisions regarding the product to be acquired and used will be made during the development
phase of the project. Therefore, this section does not present Ul wireframes, but instead states user stories to inform the selection of
the document management tool.

6.1 User Splits a Single Scan into Multiple Documents

User Story #

Story Action

US036

Multiple documents for one work item have been scanned together as a single PDF file. The user splits off
each distinct document into its own separate document.

6.1.1 Requirements

6.1.1.1 User Defines Start of Each Separate Document
The document management interface allows the user to define the page number break points where each document is split off from

the others.

6.1.1.2 Tool Saves Each Separate Document as a PDF File
The document management tool saves each of the defined documents as a separate PDF file.

6.1.1.3 System Associates Documents With Work Item
The system associates each of the new document PDF files with the work item.
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6.2 User Merges Multiple Scans into a Single Document
User Story # Story Action
us037 Either accidentally or on purpose, a single document was scanned in total as part of multiple scanning jobs

(e.g., a document has more pages than the scanner could accommodate). The user merges the resulting
multiple PDF files into a single document.

6.2.1 Requirements
6.2.1.1 User Selects the Documents to Join
The document management interface allows the user to select which PDF files to join.

6.2.1.2 User Selects the Order of Joined Documents
The document management interface allows the user to select the order in which the PDF files should be joined.

6.2.1.3 Tool Saves New Version of Document
The document management tool saves the document with the joined pages.

6.2.1.4 System Discards Unneeded Documents

After the user completes the joining of PDF documents, there are documents remaining that are no longer needed. The system
discards these documents.
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6.3 User Replaces One or More Pages in a Document

User Story #

Story Action

uSO038

A user needs to replace one or more pages in a previously scanned document with newly scanned pages.

6.3.1 Requirements

6.3.1.1 User Selects Pages to Be Replaced
The document management interface allows the user to select which pages in the original document need to be replaced.

6.3.1.2 User Selects Document With Which to Replace Pages
The document management interface allows the user to select the new document that should replace the selected pages in the

original document.

6.3.1.3 Tool Saves New Version of Document
The document management tool saves the document with the replaced pages.
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6.4 User Deletes Unneeded Pages from a Document

User Story #

Story Action

US039

A user scans a document, and upon reviewing the document determines that the document image
contains superfluous pages. The user deletes the extra pages and saves a new version of the document.

6.4.1 Requirements

6.4.1.1 User Selects Pages to Be Deleted
The document management interface allows the user to select which pages should be deleted from the PDF document.

6.4.1.2 Tool Saves New Version of Document
The document management tool deletes the unneeded pages from the document and saves a new version of the document.
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6.5 User Rotates Pages in a Document

User Story #

Story Action

uso040

A user scans a document, and upon reviewing the document determines that the document image
contains pages that need to be rotated. The user rotates the pages to the correct orientation.

6.5.1 Requirements

6.5.1.1 User Selects Pages to Be Rotated
The document management tool allows the user to select a page or range of pages to be rotated.

6.5.1.2 User Selects New Orientation of Pages
The document management tool allows the user to select the new orientation for the selected pages (e.g., rotate clockwise 90

degrees).

6.5.1.3 Tool Saves New Version of Document
The document management tool rotates the selected pages and saves a new version of the document.
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6.6 User Replaces an Entire Older Version of a Document With a Newer Version of the Same Document

User Story #

Story Action

uso041

A document previously has been scanned into the system and has been associated to a work item. The
customer later provides a new version of the same document, which now needs to replace the original
document in the system (e.g., a document was found to have exceptions and was returned to the
customer for correction, and the customer has now returned the corrected document). The user scans the
new version of the document and replaces the previous version of the document with the new one.

6.6.1 Requirements

6.6.1.1 User Selects Document to Be Replaced
The document management tool allows the user to select which document is to be replaced.

6.6.1.2 User Selects Document That Should Replace Selected Document
The document management tool allows the user to select the newly scanned document, which will replace the original document.

6.6.1.3 System Saves New Document as New Version of Original Document

The system replaces the association between the work item and the original document with one between the work item and the new
document, and versions the new document accordingly.
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7 EXCEPTIONS USER STORIES
7.1 User Opens “Needs Attention” Exception Item, Calls Customer, Clears Exception
User Story # Story Action
uSso044 In the Exceptions worklist, the user opens an exception with a status of “Needs Attention.” The exception

is such that the user can resolve it by speaking with the customer via phone. The user resolves the
exception in the system.
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7.1.1 Wireframes
7.1.1.1 Open Order Containing “Needs Attention” Exception from Exceptions Worklist
Receive Fulfill Admin Reports Search
Worklist B
ate Range:
ExcePt‘OnS"’_oms Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al w Apply Filters
Generated Docs Charities Trusts Fundraizers Summons & Complaints [+ Al
Search: Clear Filters
The exceptions worklist displays status: Exce
Work ItemS matChIng the Selected Meeds Attention Awaiting Response Aged To Delete (@) Al Incomplete Mo Barcode/ ID Missing Docs Other V| Al
filter Options, grouped by their order ORDER ID Receive Date Expires In Itemis) Exception(s) Status In Use By
ID. If an order has at least one work (%) ORDER 000-000 o101 18 Days 0 0 swsiing Response
item with an exception, that order is
. . . ’ . [+) oRDER 000-001 01/01/01 0 0 Needs Attention -
listed in the exceptions worklist.
8] 01/01/01 28 Days ] 0 Awaiting Response ). Smith
A work item can have one of four
E] ORDER 000-003 01/01/01 EXPIRED 0 0 Aged

statuses: Needs Attention, Awaiting
Response, Aged, and TO Delete. E] ORDER 000-004 01/01/01 EXPIRED ] o To Delete
Each of these is explained in the
appropriate place in this section.
There is also a fifth status called
Multiple Statuses, which is
displayed when an order contains
multiple work items with exceptions,
and their exception status are not
all the same.

For this user story, the user opens
an exception that has a status of
Needs Attention (see arrow) by
selecting its order ID. A Needs
Attention item is a new item that
has an exception, or an item that
was returned to the customer with
an exception, and the customer has
returned the updated item to SOS.
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Receive Fulfill Admin Reports Search
Worklist
Workgroup: (eheckbox locked f no sexess granteq Date Range:
Exceptions.v‘HDIds Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al o Apply Filters
Generated Docs Charities Trusts Fundraisers Summons & Complaints  |v| All
Search: Clear Filters
Each order row in the exceptions | = Exception Type:
WOI’klISt can be eXpaned by Meeds Attention Awsiting Response Aged To Deletz (@) All Balance Due Incomplete Mo Barcode/ ID Missing Docs Other |+ Al
Selecting its eXpander button. ORDER ID Receive Date Expires In Item(s) Exceptions) Status In Use By
When an order is expanded, the (=) oRrDER 000-000 o1/a1/01 18 Days 0 0 fwaiting Response
:._tetmdor Items n the order are Item 1: {Item ID) D% 000-000-000 Entity Mame Service Type Supporting Docs  Nate Exceptian(s) -
Isted. If Appiicabie=
Item 1: {Item ID) 0% 000-000-000 Entity Name Service Type Supporting Docs D:o(e Exception(s)
The User Can VIeW add Itlonal Item 1: {ltem ID) D% 000-000-000 Entity Name Service Type Supporting Docs Note Exception(s)
I?forrE atl!]on abo Uttr?n Ind I\;Id ual Item 1: {Item 1D} D% 000-000-000 Entity Mame Service Type Supporting Docs ~ Note Exception(s)
Item Dy hovering the pointer over
the SUppOFtIng DOCS, NOteS, or @ORDER 000-001 01701701 o ] Needs Attention
Exceptions labels (See arrow)_ D) o1/a1/01 28 Days 0 0 Awaiting Response J Smith
@ ORDER 000-003 01701701 EXPIRED o Q Aged
@ ORDER 000-004 Q1701701 EXPIRED o Q To Delete
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7.1.1.2 View the Exception Item
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
ORDER 1D Receive Date Expiration Date Item(s} Exception(s) Status Balance Due
Generated Docs L
ORDER 000-001 01/01/01 02/01/01 3 1 Needs Attention 50

The SyStem Opens a top-level tab ITEM 3570000 Service Type | 000-000-000 Entity Name/ID (if applicable) Generated Docs SUL::::%:?DZCS PAID

for the order. The order’s
exception items are displayed in
the top half of the tab, and the
non-exception items are listed in
the bottom half. The non-
exception items are not editable
in this view.

The user can modify the
category, subcategory, and
service for the item if needed (via
the drop-down lists), and the user
can also view, enter, or edit data
for the item (by selecting the
Edit/Enter Data button).

The user can view the exceptions
that have been entered on the
item by selecting the Exceptions
button.

Category

Payment Information

Payer Name

Subcategary

Non-Exception Items:

ITEM 3570000

ITEM 3570000

Service Type

Service Type

1D 000-000-000

|0 000-000-000

Service

Payment Method

Entity Name/ID (if applicable)

Entity Name/ID (if applicable)

Generate Docs

Balance Due: 50

FULFILLED

ACTIVE

Exceptions (1)

Generated Docs

Generated Docs

Save & Close

Addview Note (0)

Total Received: 50

Supporting Docs  Note

Supporting Docs  Note

Release into Fulfill Queue

Edit/Enter Data

Edit/Add Payment
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Receive

Worklist
Exceptions/Holds

Generated Docs

Fulfill Admin

This wireframe depicts the
view of the interface when an
order contains multiple work
items with exceptions.

Reports Search
Worklist | Order 000-000
ORDER ID Receive Date Expiration Date Item(s) Exception|s) Status Balance Due
QRDER 000-000 01/01/0 4 2 Awaiting Response $0
X ) . ) If Applicable
ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) Generated Docs  Supporting Docs PAID
Category Subcategory Service
Exceptions (1) Add/view Note (1) Edit/Enter Data
!
Generate Docs Save & Close Release into Fulfil Queue
‘ORDER ID Receive Date Item(s) Exception(s) Status Balance Due
ORDER 000-000 o1/01/01 4 2 Awaiting Response
3 ) If Applicable
ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) Generated Docs  Supporting Docs PAID
Categary

Subcategary

Payment Information

Payer Name

Service

Payment Method

Exceptions (1) addview Note (1)

Generate Docs

Save & Close

Balance Due: 50 Total Received: $0

Release into Fulfil Queue

Edit/Enter Data

Edit/Add Payment

Non-Exception Items:

ITEM 3570000 Service Type 1D 000-000-000

ITEM 3570000 Service Type 1D 000-000-000

Entity Name/ID (if applicable)

Entity Name/ID (if applicable)

FULFILLED Genersted Docs  Supporting Docs Note

ACTIVE Genersted Docs  SupportingDocs  Note

FaID

PaID
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7.1.1.3 View or Add Notes About the Exception Item

If desired, the user can view or enter new notes about the item by selecting the Add/View Note button. The system displays the
Add/View Notes modal as already detailed in Section 4.6.2.1 on page 130.

Staff Console User Stories.Docx 165



Corporations and Charities System

Staff Console User Stories

7/16/2015
7.1.1.4 Resolve the Exception
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
ORDER ID Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs -
ORDER 000-001 01/01/01 02/01/01 3 1 Needs Attention 50
. ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) Generated Docs s._.;rf::;;%eacs PAID
For this user story, the user has caregory R Serie
reviewed the item and exception
information and has determined — eecetons () addien note (1) Ceterer Dt
. ceptions lew Note I nter Dal
that the exception has been ?
resolved.
3 Generate Docs Save & Close Release into Fulfill Queue
The user selects the Exceptions
button (see arrow). )
Payment Information
Payer Name Payment Method Balance Due: 50 Total Received: 50 EETRRN PRyt
Non-Exception Items:
ITEM 3570000 Service Type |0 000-000-000 Entity Name/ID (if applicable) FULFILLED Generated Docs Supporting Docs Note FaID
ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) ACTIVE Generated Docs  Supporting Docs Note PAID
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Receive Fulfill Admin Reports Search
Workdist Worklist | Order 000-001
Exceptions/Holds
ORDER ID Receive Date Expiration Date Item(s) Exception|s) Status Balance Due
Generated Docs ORDER pimiy
Add/View Exceptions 4
. ITEM
The user clicks the Resolve Cotes Exception history for ltem ###### - SERVICE_TYPE for ENTITY
bUtton 'for eaCh except|0n, and Date Entered By Type Exception Status Resolution
then clicks Save. 02202015 Need
o | Jerry Smith Manual | lllegible writing: Address is unreadable N Resolve Er Data
The system closes the [oze AN Aenten
Add/View Exceptions modal.
ueue
Paymen
Payer SR
Clear All
Non4
ITEM
ITEM
Exception area:
Enter exception:
Add
View/Edit Exception Text Generate Exception Docs Save Cancel
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7.1.1.5 Release the Exception Item into the Fulfill Queue
Receive Fulfill Admin Reports Search

Worklist Worklist | Order 000-001
Exceptions/Holds

ORDER ID Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs L

ORDER 000-001 01/01/01 02/01/01 3 1 Needs Attention 50

If Applicabie

For each work item that has
had its exceptions cleared, the
Release into Fulfill Queue
button is enabled.

For the exception to be
released, the user selects the
Release into Fulfill Queue
button.

The system closes the order
tab, and the work item now
appears in the Fulfill worklist. If
there are no additional work
items with exceptions in the
order, the system no longer
displays the order in the
exceptions queue.

ITEM 3570000 Service Type |D# 000-000-000
Category Subcategary
Payment Information
Payer Name
Non-Exception Items:
ITEM 3570000 Service Type |D# 000-000-000
ITEM 3570000 Service Type |D# 000-000-000

Entity Name/ID (if applicable)

Service

Payment Method

Entity Name/ID (if applicable)

Entity Name/ID (if applicable)

Generate Docs

Balance Due: 50

FULFILLED

ACTIVE

Genersted Docs  Supporting Docs

Exceptions (0) addview Note (1) Edit/Enter Data

Save & Close Release into Fulfill Queue

Total Received: 50 Edit/Add Payment

Generated Docs  SupportingDocs Note FaID

Genersted Docs  SupportingDocs  Note PAID
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7.1.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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7.2 User Opens “Needs Attention” Exception, Generates Letter to Customer, Does Not Resolve Exception
User Story # Story Action
uS045 In the Exceptions worklist, the user opens an exception with a status of “Needs Attention.” The exception

is one requiring that an exception letter be sent to the customer. The user opens the exception, generates
a letter to the customer, and closes the exception without resolving it. The exception’s status changes to
“Awaiting Response,” and the expiration countdown begins for the exception.
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7.21 Wireframes
7.2.1.1 Open Order Containing “Needs Attention” Exception from Exceptions Worklist
Receive Fulfill Admin Reports Search
Worklist Worklist
Exceptions/Holds
Generated Docs Workgroup: e e scasites scess e Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al ™o Apply Filters
Charities Trusts Fundraisers Summons & Complaints [+ All
The user selects an order o Search: ClearFikers
Status:

containing a Need Attention
exception from the worklist (see
arrow).

Exception Type:

Meeds Attention Awaiting Response Aged To Delet= (@ A1l Balance Dus Incomplete Mo Barcode/ ID Wissing Docs Other  |[¥ All
ORDER IDY Receive Date Expires In Item(s} Exception(s) Status In Use By
8] o1/01/01 18 Days o 0 Awaiting Response P. Parks
(+) ORDER 000-001 01/01/01 0 0 Needs Attention -
E] 01/01/01 28 Days o 0 Awaiting Response 5.Kern
[+) ORDER 000-003 01/01/01 30 Days [} 0 Awaiting Response
E] ORDER 000-004 01/07/01 EXPIRED o 0 To Delete
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7.2.1.2 View Exceptions and Exception Letter Text

The user views the exceptions that have been entered on the item as already detailed in Section 4.3.2.1 on page 118, and reviews
the exception letter text as already detailed in Section 4.8.2.3 on page 140, modifying the exception letter text if necessary.
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7.2.1.3 Generate Exception Letter
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
ORDER ID Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs L
ORDER 000-001 01/01/01 02/01/01 E 1 Needs Attention 50

The user selects the Generate ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if spplicable) Genersted Doce Su;:“ﬂ:;;ﬁcs PaD
Docs button. The system e E—— —
displays the Documents Documents Generated for This Exception 3¢
Generated for This EXCGptiOﬂ ) Add/view Note (1) Edit/Enter Data

modal, as already detailed in
Section 4.8.2.3 on page 140.
The user generates the
exception letter to send to the
customer.

Payment Information

Payer Name

Non-Exception Items:
ITEM 3570000 Service Type

ITEM 3570000 Service Type

10 000

10 000

Select All Clear All

+| Item 3570000, Exception Letter

Save & Close Release into Fulfill Queue

Total Received: 50 Edit/Add Payment

Queue for Printing Wiew

Email

print for Me | |Docs  SupportingDocs Note PAID

Docs  SupportingDocs  Note PAID
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Receive Fulfill Admin Reports Search
Waorklist .
Worklist | Order 000-001
Exceptions/Holds
ORDER ID Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs L
ORDER 000001  01/01/01 02/01/01 3 1 Needs Artention 0
Once the system closes the ITEM 3570000 Service Type 1D# 000-000-000 Entiy Name/ID (if applicable) Generazed Docs  Suppering bocs PAID
modal, hovering the pointer over Cesazory Subcategory Senice Iter 2570000, Exception Letter 1 -
the Generated Docs label
displays the exception letter in orce ! cdEnter Data
the list of generated documents
(see arrow).
Generate Docs Save & Close Release into Fulfill Queue
Payment Information
Payer Name Payment Method Balance Due: 50 Totzal Received: $0 et
Non-Exception Items:
ITEM 3570000 Service Type |D# 000-000-000 Entity Narme/ID (if applicable) FULFILLED Generated Docs  SupportingDocs Note PAID
ITEM 3570000 Service Type 1D# 000-000-000 Entity Name/ID (if applicable) ACTIVE Genersted Docs  SupportingDocs  Note PAID
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7.2.1.4 Save and Close Work Item
Receive Fulfill Admin Reports Search
Worklist Worklist
Exceptions/Holds
Generated Docs WOrKgroup: (ceskes ocket o e grries Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles ®) Al o Apply Filters
Charities Trusts Fundraisers ummons omplaints |+
Once the user generated the * s & Complsines 1A o peS—
exception letter, the user selects Stotus: Exception Type:
the Save and Close button to Needs Amention || Awsiting Response | Aged | To Dele]l] @) an Balance Dus Incomplete No Barcode! ID Missing Docs Other  [+] an
save and close the order. - ,
ORDER 1D Receive Date Expires In Item(s) Exception(s) Status In Use By
In the exceptIOI"IS WOI‘k|ISt, the E] o001 18 Days 2 o Awaiting Response P. Parks
order’s status changes from N
. . E] ORDER 000-001 01/01/01 30 Days ] 1} Awiaiting Response -
Needs Attention to Awaiting
Response (see aI’I’OW) E] ovoniot o 0 Meeds Attention 5. Kern
[+) ORDER 000-003 01/01/01 EXPIRED [ 0 Aged

The Awaiting Response status
indicates that contact with the [+) orRDER 000-004 o100 EXPIRED 0 0 To Delete
customer has been initiated, and
that the expiration countdown has
begun for the work item.

The number of days til expiration
is displayed in the Expires In
column (see arrow).
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7.2.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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7.3 User Opens “Awaiting Response” Exception, Contacts Customer, Does Not Resolve Exception
User Story # Story Action
US046 In the Exceptions worklist, the user opens an exception with a status of “Awaiting Response.” The user

contacts the customer, and then optionally extends the expiration deadline for the exception. The user
closes the exception without resolving it.
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7.3.1 Wireframes
7.3.1.1 Open Order Containing “Awaiting Response” Exception from Exceptions Worklist
Receive Fulfill Admin Reports Search
Worklist Worklist
Exceptions/Holds
Generated Docs Workgroup: e e scasites scess e Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al w Apply Filters
. . Charities Trusts Fundraisers Summons & Complaints [+ All
From the exceptions worklist, the Search: Clear Filters
user selects an order containing status: Exception Type:
an AWa|t|ng Response Work |tem Meeds Attention Awaiting Response Aged To Delet= (@ A1l Balance Dus Incomplete Mo Barcode/ ID Wissing Docs Other  |[¥ All
(See arrOW) . ORDER 1D Receive Date Expires In Itemis) Exception(s) Status In Use By
8] o1/01/01 18 Days o 0 Awaiting Response P. Parks
(+) ORDER 000-001 01/01/01 30 Days 0 0 Awaiting Respanse -
E] 01/01/01 o 0 Needs Attention 5.Kern
[+) ORDER 000-003 01/01/01 EXPIRED 0 0 Aged
[+) ORDER 000-004 01/01/01 EXPIRED 0 0 To Delete
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7.3.1.2 Review Latest Customer-Submitted Information and Generate New Exception Letter
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
ORDER 1D Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs o
ORDER 000-001 01/01/01 02/01/01 3 1 Needs Attention 50

The user reviews the latest ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) Cenarsted Dot Summerire Bocs PaD
information submitted by the Category Subcategory Service Itern 3570000, Exception Letter 1 -
customer, as already detailed in ffem 3570000, Excaption Letter 2
SeCtion 7112 on page 163 Exce i] Edit/Enter Data

The user determines that the
exception cannot be resolved, and
generates a new exception letter
as detailed in Section 7.2.1.2 on
page 172 and Section 7.2.1.3 on
page 173.

Once the system closes the
Documents Generated for This
Exception modal, hovering the
pointer over the Generated Docs
label displays the exception letter
in the list of generated documents
(see arrow).

Payment Information

Payer Name

Non-Exception Items:

ITEM 3570000 Service Type 1D 000-000-000

ITEM 3570000 service Type |0 000-000-000

Payment Method

Entity Name/ID (if applicable)

Entity Name/ID (if applicable)

Generate Docs

Balance Due: 50

FULFILLED

ACTIVE

Generated Docs

Generated Docs

Save & Close Release into Fulfill Queue

Total Received: 50 Edit/Add Payment

Supporting Docs  Note PAID

Supporting Docs  Note FaID
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7.3.1.3 Modify Expiration Date for Order
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-003
Exceptions/Holds
ORDER 1D Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs L
ORDER 000-003  01/01/01 [ - AGED B
Reason for Date Change: :

If desired, the user can modify ITEM 3570000 Service Type e, licatie) Cenarsted Dot Summerire Bocs PAID
the expiration date for the carezory Suscares
order. The user changes the
date either by editing the date Cancel Save

directly in the Expiration Date
box or by clicking the calendar
icon and selecting a new future
expiration date.

When the user makes the
change, the system displays
the Reason for Date Change
modal (see arrow), in which the
user must enter a note
explaining why the date was
changed. If no note is entered,
the date change cannot be
completed.

Once the note has been
entered and saved, the system
assigns the new expiration
date, and the entered note is
viewable in the Add/View
Notes modal.

Payment Information

Payer Name

Non-Exception Items:
ITEM 3570000 Service Type

ITEM 3570000 Service Type

Payment Method

|0 000-000-000 Entity Name/ID (if applicable)

|D# 000-000-000 Entity Name/ID (if applicable)

Exceptions (1) addview Note (1) Edit/Enter Data

Generate Docs Save & Close Release into Fulfill Queue

Edit/Add Payment

Balance Due: 50 Total Received: 50

FULFILLED Generated Docs  SupportingDocs Note

ACTIVE Genersted Docs  SupportingDocs Note
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7.3.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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7.4 User Opens Expired Exception and Extends Expiration Period
User Story # Story Action
uSs049 In the Exceptions worklist, the user opens an expired exception. The user extends the expiration period for
the exception, and then closes the exception.
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7.41 Wireframes
7.4.1.1 Open Order Containing “Expired” Exception from Expiration Worklist
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
Generated Docs Workgroup: e e scasites scess e Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al ™o Apply Filters
Charities Trusts Fundraisers Summons & Complaints [+ All
. . earch: ear Filters
In the exceptions worklist, the user . e
. Status: Exception Type:
SeIeCtS to Open an Order Wlth an Needs Attention Aveaiting Response Aged To Delet= (@ A1l Balance Dus Incomplete Mo Barcode/ ID Wissing Docs Other Al
Expires In column value of “Expired”
(See arrOW) ORDER I Receive Date Expires In Item(s) Exceptions) Status In Use By
8] o1/01/01 18 Days o 0 Awaiting Response P. Parks
[#) ORDER 000-001 o1/01/01 0 0 Needs Attention J- 5mitn
E] 01/01/01 28 Days o 0 Awaiting Response 5.Kern
‘ [+) ORDER 000-003 01/01/01 EXPIRED 0 0 Aged
[+) ORDER 000-004 01/01/01 EXPIRED 0 0 To Delete
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7.4.1.2 Modify Expiration Date for Order
The user changes the order’s expiration date, as already detailed in Section 7.3.1.3 on page 180.
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7.4.1.3 Save and Close Work Item
Receive Fulfill Admin Reports Search
Worklist Worklist | Order 000-001
Exceptions/Holds
Generated Docs WOrKgroup: (ceskes ocket o e grries Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles @) Al to Apply Filters
Charities Trusts Fundraisers Summons & Complains |+ All
The user saves and closes the e Cear Flters
order. The order’s status s . Fepnon e .
Changes to Awa|t|ng Response Meeds Attention Awsiting Response Aged To Delete @ A1l EBalance Due Incomplete No Barcodes 1D Missing Docs Other All
from either Aged or To Delete' ORDER ID Receive Date Expires In Item(s) Exception(s) Status In Use By
WhIChever |t had preVIOUS|y, and E] o001 18 Days 2 o Awaiting Response P. Parks
;he r|1ew cIjExplres In date is (&) oRDER 000001 PO o . Needs Atention | smitn
isplayed.
E] o101/01 28 Days o ] Aweaiting Response 5 Kern
A status of Aged means that the
order has ree?ched its expiration () oRoeR ooo.ocs e oo G o ’ pra e
date. [#] orDER 000-004 01/01/01 EXPIRED o o To Delete

A status of To Delete means
that the order is sufficiently past
the expiration date that it should
be deleted.

The time thresholds for these
statuses are configured
according to SOS business
rules.
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7.4.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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7.5 User Opens Expired “To Delete” Exception and Manually Approves Work Item’s Expiration

User Story #

Story Action

USO050

In the Exceptions worklist, the user opens an expired exception with a status of To Delete. The user
manually confirms that the work item should be expired.
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7.5.1 Wireframes
7.5.1.1 Confirm Expiration of Order
Receive Fulfill Admin Reports Search
Weorklist Worklist | Order 000-000
Exceptions/Holds
‘ORDER ID Receive Date Expiration Date Item(s) Exception(s) Status Balance Due
Generated Docs ORDER 000-000 014017071 -ozxoum 3 1 To Delete 50
The user reviews the item that has ITEM 3570000 Service Type |D# 000-000-000 Entity Name/ID (if applicable) Generated Doce SU;‘::fﬁ:;;"szcs e
To Delete status to ensure that it fiid Suesiezery
should be permanently expired in
the system, and then selects the Exceptions {1) Add/View Note (1) Edit/Enter Data
Expire Item button.
Generate Dacs save & Close EXPIRE TEM

If there are no other items with
exceptions in the order, the system
closes the order tab, and the order
is no longer displayed in the
exceptions worklist.

Payment Information

Payer Mame

Non-Exception Items:

ITEM 3570000 Service Type 10# 000-000-000

ITEM 3570000 Service Type 10# 000-000-000

Payment Method

Entity Name/ID (if applicable)

Entity Name/ID (if applicable)

Balance Due: $0 Total Received: $0

FULFILLED Generated Docs  SupportingDocs  Note

ACTIVE Generated Docs  SuppartingDacs  Nate

EditAdd Payment

PAID

PAID
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7.5.2 Non-Ul Requirements
7.5.2.1 System Purges Confirmed Expired Items

The system deletes expired work items that have been confirmed for expiration. The deletions occur in occordance with a schedule
determined by SOS.
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8 SEARCH USER STORIES
8.1 User Searches for Any Matching Record Type
User Story # Story Action
uso77 A user performs a search for any matching record type.
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8.1.1 Wireframes
8.1.1.1 User Searches for Any Matching Record
Receive Fulfill Admin Reports Search
All
Entity Category:
Corporations Trademarks Dac Requests Domestic Partnerships Apostilles RA carch: _
Order Charities Trusts Fundraisers Summons & Camplaints Entity Al et Apply Filters -
It
& Email: Has: Jurisdiction: Date Range: Clear Filters
Payment Phone Doesn't Have: Domestic | Foreign (@ All o o
By default, the Search interface S
displays the A” tab Wthh a.”OWS ENTITY NAME - ID # if applicable - SERVICE TYPE ITEM I ORDER ID RECEIVE DATE
the user to search for entities,
Orders |tems and payments ENTITY NAME 000-000-000 Profit Corp - Annual Report 3570000 000-000 00/00/00
thl’OUgi’] a unr’fled VleW ENTITY NAME 000-000-000 PROFILE
The user enters theit filter criteria ENTITY NAME 000-000-000 Nonprofit - Amendment 3570000 000-000 00/00/00
and SeleCtS the Apply Fllters button ENTITY NAME 000-000-000 Profit Corp - Annual Report. 3570000 000-000 00/00/00
(See aI'I'OW) ENTITY NAME 000-000-000 Nonprofit - Amendment 3570000 000-000 00/00/00
The system displays records ENTITY NAWE 000-000-000 PROFILE
across all categories that match ENTITY NAME 000-000.000 Nonprafic - Amendment 3570000 000000 00/00/00
the USGF'S Crlterla - ENTITY NAME 000-000-000 Profit Corp - Annual Repart 3570000 000-000 00/00/00
The user opens the desired entity,
order, item, or payment by
selecting the corresponding entity
name (see arrow).
The selection is displayed on a
new top-level tab.
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8.1.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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8.2 User Searches for an Entity
User Story # Story Action
US058 A user performs a search for an entity.
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8.2.1 Wireframes
8.2.1.1 Search for Entity by Entity Type
Receive Fulfill Admin Reports Search
Al [
Entity | Entity Name
Entity
Order Entity Type:
Itern Profit Corp LLC/PLLC LR/LLLP LLF MonProfit Charities Trusts Fundraisers |+ All Search: Apply Filters
Payment Email: Has: Jurisdiction: Date Range: Clear Filtars
. o Joesn't Have: omestic oreign (@ ®) an ©
The user selects the Entity tab prone: Dozl pemeste e @A
(see arrow), enters their filter
Criteria' and selects the Apply ENTITY NAME STATUS ENTITY TYPE ORDERID RECEIVE DATE
Filters button.
The s Stem ds Ia S entt ENTITY NAME 000-000-000 Active Corparation 000-000 00/00/00
| |
recorgs that maF:Chythe US);r,S ENTITY NAME 000-000-000 Werged Nonprofic oo0-000 00/00/00
criteria. ENTITY NAME 000-000-000 Active Foreign LLC 000-000 00/00/00
The user opens the desired entity FNTITY AE con000cee pave Profit Corp 000000 00100100
record by Se|ecting its entity ENTITY NAME 000-000-000 Active Nonprofic 000-000 00/00/00
name. ENTITY NAME 000-000-000 Dissolved Entity Type 000-000 00/00/00
ENTITY NAME 000-000-000 Dissalved Entity Type 000-000 00/00/00
ENTITY NAME 000-000-000 Active Entity Type 000-000 00/00/00
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8.2.1.2 View an Entity Profile
Receive Fulfill Admin Reports Search
All
Entity Entity Name
Entity
Home | Searchresults | Entity Profile title
Ord .
o Logic 20/20. Inc
Item
Status Active
Payment
UBI Number 602583146
The system displays the entity Business Type REG
on a new top-level tab, which State Of Incorporation WA
contains the entity profile. WA Filing Date 12/19/2005
Expiration Dati
From here, the user can ik onf e
generate a filing form pre-filled active ate
with the entity’s information, Duration PRmpenial
view existing notes on the Nature of Business Consulting
entity and add new ones, and et
. . egistered agent information
(if desired by SOS) make
gy Agent Name GEORGE 5 HOLZAPFEL
updates to the entity’s
information. Address 601 UNION ST STE 2600
City SEATTLE
State WA
a3 981014000
Governing Persons (=) colapsean () Expand all
Tite Name Address
President, Director O'meara Christian SEATTLE , WA
Secretary Jones Travis SEATTLE , WA
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All

' Entity
Order
Item

Payment

Receive

Also on the entity profile, the
user can view documents
that have been received from
or generated for the entity.

Documents Online Documents type: Start Date:

Fulfill Admin Reports

Entity | Entity Name

Search

Add/View Notes Update Profile

Other Registrations

Click expand to see all Other Registrations

Title

[[] Tedgdvhv urm dolor sit amet, consectetu

Lorem Ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismed tincidunt ut laoreet dolore magna aliquam erat volutpat, Ut wisi
enim ad minim venlam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat

[0 Reum dolor sit amet, consectetu tee fgers iefer adipdolor sitmetdolor sit

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismed tincidunt ut laoreet dolore magna aliquam erat volutpat, Ut wis
enim ad minim venlam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duls autem vel eum irlure dolor In
hendrerit in vulputate velit esse molestie ¢ quat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan

[0 Reum dolor sit amet, consectetu tee fgers iefer

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

[0 Reum dolor sit amet, consectetu tee fgers iefer adipdolor sitmetdolor sit

Lorem Ipsum dolor sit amet, consectetuer adipiscing elit sed diam nonummy nibh eulsmod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut vdsi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie conseguat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan

[] Tedgdvhv urm dolor sit amet, consectetu

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim venlam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commeodo consequat.

[0 Reum dolor sit amet, consectetu tee fgers iefer adipdolor sitmetdolor sit

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exercl tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum Iriure dolor in
hendreritin vulputate velit esse molestie consequat, vel lllum dolore eu feugiat nulla facilisis at vero eros et accumsan

®H2340

O coltapseatl () Expand all

ses End Date: e

Filed Date:

03/02/2014

03/02/2014

03/02/2014

03/02/2014

03/02/2014

03/02/2014

Items per page: 20 | S0 | 100 | 150
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8.2.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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8.3 User Searches for an Item
User Story # Story Action
US059 A user performs a search for a work item.
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8.3.1 Wireframes
8.3.1.1 Search for a Work Item

Receive

All

Entity
Order/
Item

Payment

The user selects the Item tab
(see arrow), enters their filter
criteria, and selects the Apply
Filters button.

The system displays work item
records that match the user’s
criteria.

The user opens the desired work
item by selecting its item number.

ITEM ITEM 3570000
Workgroup: ieheck boxlocked it no sscess granted
+| Carporatiens Trademarks Doc Requests Domestic Partnerships Apaostilles Search:
) Apply Filters
Charities Trusts Fundraisers +| Summons & Complaints All
Service Type: Status: Date Range: Clear Filters
Single Filings Group Filings (@) Al Active Review Ready Exceptions (@) All ® A o
ITEM ID Service Type Expedite Order 1D # If applicable Entity Name Receive Date If Applicable™ Status In Use By
FEIN and Reg D+
3] Profit Corp - Annual Report 000-000 000-000-000 Bella Beauty 00/00/00 Note Active J. Smith
ITEM 3570003 Profit Corp - Annual Report 000-000 000-000-000 Lunchbag LLC 00/00/00 Mate Active
ITEM 3570004 Monprafit - Amendment 000-000 000-000-000 Boblobboblong's law 00/00/00 More Active P_Parks
Profit Corp - Annual Repart 000-000 000-000-000 Wike's Milkshake Stand 00/00/00 Note Active
ITEM 3570008 Nonprofic - Amendment 000-000 000-000-000 The Children's House 00/00/00 Note Active
ITEM 3570010 Summons & Complaint 000-000 000-000-000 This Company Here 00/00/00 Note Active

Staff Console User Stories.Docx

199



Corporations and Charities System Staff Console User Stories

7/16/2015
8.3.1.2 View a Work Item
Receive Fulfill Admin Reports Search
All
ITEM ITEM 3570000
Entity
Order ITEM ID Service Type Expedits Order 1D # if applicable Entity Name Receive Date If Applicable™ Status Balance Due
FEINE ana Reg D=
ftem ITEM 3570000 Profit Corp - Annual Repart 000-000 000-000-000 EBella Beauty 00/00/00 Supporting Docs. Active $0.00
Payment Category Subcategary Service
) Exceptions
The system displays the work
item on a nhew top_|eve| tab. The #Attach Doc AddAview Notes Edit Data
user is able to view information
about the work item and edit
information if the user has the Payment Information
a ro rlate erm |SS|0nS Payer Name Payer Address Payment Method Total Recelved Balance Due
pp p p - John smith 1234 Fortner Drive, Cradit Card $0.00 $0.00
Olympia WA 98501
Generate Docs Save Cancel
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8.3.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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8.4 User Searches for an Order
User Story # Story Action
US060 A user performs a search for an order.
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8.4.1 Wireframes
8.4.1.1 Search for an Order
Receive Fulfill Admin Reports Search
All
ORDER | Order 000-000
Ent\ty[
Order View Status Date Range: Apply Filters
ltemn Mine (@) Al Completed Exceptions Inuss @ Al ®) Al o Search:
Clear Filters
Payment
ORDER ID Receive Date Item(s) Exception(s) Status Ealance Due Total Received In Use By
The user selects the Order tab
(see arrow), enters their filter ORDER 000-000 01/01/01 0 0 Completed 50.00 50.00
criteria, and selects the App|y ORDER 000-001 01/01/01 0 0 Completed 50.00 50.00
Fllte rS bUtton . 01/01/01 0 0 Active/IN USE §0.00 50,00 J. Smith
The system displays order ORDER 000-003 0140101 o o Campleted $0.00 $0.00
reCOde that matCh the User,s ORDER 000-004 01/01/01 [} [} Exception(s) 50.00 $0.00

criteria.

The user opens the desired
order by selecting its order
number.
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Country: | United States

8.4.1.2 View an Order
Receive Fulfill Admin Reports Search
All
ORDER  Order 000-000
Entity
Order ‘ORDER ID Filing Date Item(s) Exception(s) Status Balance Due
Itemn
ORDER 000-000 01/01/01 0 o Active $0.00
Payment
E] Item 1: {Item 1D} |D# 000-000-000 Filing Type Entity Mame/ID {if applicable) Suppam{;EAprﬁisable*Tocieckaale%gsﬁntiu%rﬂl? 50.00
. Category Subcatsgory Service i
The system displays the order Exception
ona neW top—leyel tab. The Attach Doc Enter Note Edit Data
user is able to view
H H Item 1: {ltem ID) |D# 000-000-000 Filing Type Entity Mame/ID {if applicable) 5 o M i $0.00
information about the order & “pporingDees Mot Excepronts)
and edit the order if the user (#)  1em1: qrem iy |D# 000-000-000 Filing Type Entity Name/ID (if applicable) SupportingDocs  Note  Exception(s) 50.00
has the ap p rop riate [#) item 1:(item ID) ID# 000-000-000 Filing Type Enttity Name/1D (if applicable) SupportingDocs  Note  Exception(s) 50.00
permissions.
Payment Information
Payer Name Payer Address Payment Method Total Recelved Balance Due
John Smith 1234 Fortner Drive, Cradit Card $0.00 £0.00 .
Olympia WA 98501 Edit Payment
Payment Information Balance Due:$ 0
Payer Name John smith Payment Method
Address 1: | 1234 Fortner Drive Payment Amount § 0.00 Delete Payment
Address 2:
Zip: | 98501 City: | Olympia State: | WA

Add Payment

Generate Docs Update Order void Order
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Receive Fulfill Admin Reports Search
All
PAYMENT Order 000-000
Entity
Order ORDER ID Filing Date Item(s} Exception(s) Status Balance Due
Item
ORDER 000-000 01/01/01 4 1 Exception{s)}- BALANCE DUE 550.00
Payment
: X i i i 5 ing D i Exccepti
E] Item 1: {ltem 1D} 1D 000-000-000 Filing Type Entity Mame/1D {if applicable) Uppo mﬁp;}’éble”%Tﬁunle?gs?mt&rjlsa) £0.00
This wireframe displays an Category Suscatzgory Service Exception
alternate view of the
H H H Attach Doc Enter Note Edit Data
displayed order, in which the
order has a balance due (#) tem1: (tem D) ID# 000-000-000 Fiing Type Enticy Name/ID (i applicatle) SupportingDacs  Note  Exceptionts) 50.00
exceptlo n. E] Item 1: {Item 1D} 1D# 000-000-000 Filing Type Entity Mame/1D {if applicable) Supporting Docs Nate Excception(s) $0.00
E] Item 1: {(Item 10} 10# 000-000-000 Filing Type Entity Mame/ID (if spplicable) Supporting Docs Note Exception(s) £0.00
Payment Information
Payer Name Payer Address Payment Method Total Recelved Balance Due
John Smith 1234 Fortner Drive, Credit Card $0.00 =
Olympia WA 98501 Edit Payment
Payment Information Balance Due: $ 50.00
Payer Name John smith Payment Method
Address 1 | 1234 Fortner Drive Payment Amount % 0.00 Delete Payment
Address 2:
Zip: | 98501 City: | Olympia State: | WA
Country: | United States

Generate Docs Update Order Void Order

Staff Console User Stories.Docx

205



Corporations and Charities System Staff Console User Stories
7/16/2015

8.4.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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8.5 User Searches for a Payment
User Story # Story Action
Uso061 A user performs a search for a payment.
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8.5.1 Wireframes
8.5.1.1 Search for a Payment
Receive Fulfill Admin Reports Search
Al
PAYMENT | Order 000-000
Entity
Order Status:
Date Range:
Itern / Active Review Ready Needs Artention Awaiting Response Aged To Delete (@) All .O’:Iange . Apply Filters
Payment Payment: Price Range: =
Paid Balance Due Overpayment All ®) A Search: Clear Filters
The user SeIeCtS the Pa‘yment tab ‘ORDER ID Receive Date Item(s) Exception(s) Status Balance Due Total Received In Use By
(see arrow), enters their filter
criteria, and selects the App|y ORDER 000-000 01/01/01 0 0 Completed $50.00 £0.00
Fllters bUtton ORDER 000-001 01/01/01 Q Q Completed $0.00 $0.00
The system disp|ay3 order 01401401 0 0 Active/IN USE 50.00 50.00 J. Smith
records that contain payments ORDER 000003 o o 5000 s000
matching the user’s criteria.
ORDER 000-004 01401401 0 0 Exception(s) £0.00 $0.00
The user opens the desired order
by selecting its order number.
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8.5.1.2 View a Payment
Receive Fulfill Admin Reports Search
All
PAYMENT Order 000-000
Entity
Order DORDER 1D Filing Date Item(s) Exception(s) Status Balance Due
Item
ORDER 000-000 01/01/01 4 1 Exception(s)- BALANCE DUE $50.00
Payment
: ¥ i i i 5 ing D % Exccepti
E] Item 1: {Item ID) 10 D00-000-000 Filing Type Entity Mame/ID (if applicable) uppo mﬁp;'cczble**%Tﬁkaale?xé;ﬂﬂ:[l? 50.00
. Categary Subcategory Service
The system displays the order Exception
ona _neW top-IeyeI t_ab- The . Attach Doc Enter Note Edit Data
user is able to view information
. Item 1: {ltem ID) 1D D00-000-000 Filing Type Entity Name/ID (if applicable) 5 ing D Ne i $0.00
about the order and edit the &) vererinebacs |l Eesprents)
order if the user has the [+ 1tem1: grem iy |D# 000-000-000 Filing Type Entity Name/ID (if applicable) SupportingDocs Note  Exceptionts] $0.00
appropriate permissions. [#] ttem1:(item D) 1D 000-000-000 Filing Type Entity Name/ID (if spplicable) Supporting Docs  Note  Exceptions) 50.00
Payment Information
Payer Name Payer Address Payment Method Total Recelved Balance Due
John smith 1234 Fortner Drive, Credit Card 50.00 $0.00 =
Olympia WA 98501 Edit Payment
Payment Information Balance Due: $ 50.00
Payer Name John Smith Payment Method
Address 1: | 1234 Fortner Drive Payment Amount §| 0.00 Delete Payment
Address 2:
Zip: | 98501 City: | Olympia Stater | WA
Country: | United States
Generate Docs Update Order Void Order
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8.5.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.

Staff Console User Stories.Docx 210



Corporations and Charities System

Staff Console User Stories

7116/2015
9 PRINT QUEUE USER STORIES
9.1 User Prints Items in the Queue
User Story # Story Action
uS062 A user prints items from the print queue.
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9.1.1 Wireframes

9.1.1.1 User Access the Print Queue

Receijve

Worklist

Exceptions/Holds

? Generated Docs

A user with Fulfill access selects
the Generated Docs tab (see
arrow).

The user filters the available
generated documents as desired.

Workgroup: tcheck box locked if no sccess grented Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles ® Al to Apply Filters
Charities Trusts Fundraisers Summaons & Complaints Al
Clear Filters
" Search:
View: ALL MY Item Order Queued Printed Entity ALL
Faginete? -
Select All View Print Email
ITEM ID Order Bedie  CID &7 applicable® | Entity Name Service Type Receive Date Status
ITEM 3570001 000-000 000-000-000 LUNCH BAG LLC LLC - New Formation 00/00/00 Queued
ITEM 3570003 000-000 000-000-000 MIKES MOUSETRAP Profit Corp - Annual Report 00/00/00 Queued
ITEM 3570004 000-000 000-000-000 BAREIE AND KEM INC Profit Corp - Annual Repart 00/00/00 Queued
ITEM 3570007 000-000 000-000-000 MARY LITTLE LAMBS MNonprofit - Amendment 00/00/00 Queued
ITEM 3570008 000-000 000-000-000 NAMES WILL COME Summons & Complaints 00/00/00 Printed
ITEM 3570010 D00-000 000-000-000 HOQWER FICK UFP LLC - Annual Report 00/00/00 Printed
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9.1.1.2 User Selects Documents for Printing
Receive Fulfill Admin Reports Search
Waorklist
Exceptions/Holds WOrkgroup: icheckbox lacked  no eccess granted] Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles o) Al w© Apply Filters
Generated Docs Charities Trusts Fundraisers Summons & Complaints All
Clear Filters
The user SeIeCtS the queued View: ALL Wy Item Order Queued Printed ALL search:
generated docs that should
be printed. | selactAll - View Print Email
In the wireframe shown herev ITEM D Order Bpedte o CiD# W applicable® | Entity Name Servica Type Receive Date Status
the user has selected the
Select AII CheCk bOX (See +| ITEM 3570001 000-000 000-000-000 LUNCH BAG LLC LLC - New Formation 00/00/00 Queuved
arrow) to Se'ect a” ||Sted | ITEM 3570003 000-000 000-000-000 MIKES MOUSETRAR Profit Corp - Annual Report 00/00/00 Queued
documents for prl ntin g. ~| ITEM 3570004 000000 000-000-000 BAREIE AND KEM INC Profit Corp - Annual Repart 00/00/00 Queued
+~| ITEM 3570007 000-000 000-000-000 MARY LITTLE LAMBS MNonprafit - Amendment 00/00/00 Queued
+| ITEM 3570008 000-000 000-000-000 MANES WILL COME Summons & Complaints 00/00/00 Printed
+~| ITEM 3570010 000-000 000-000-000 HOQVER PICK UP LLC - Annual Report 00/00/00 Frinted
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9.1.1.3 User Prints Selected Documents

The user selects the Print button and the system prints the selected documents. The documents are then prepared for mailing and
sent to their respective recipients.

9.1.2 Non-Ul Requirements
9.1.2.1 Ensure that Printed Documents are Kept Separate By Recipient

The batch printing process enacted must ensure that one recipient’s documents are never included in a mailing intended for a
different recipient.

Staff Console User Stories.Docx 214



Corporations and Charities System

Staff Console User Stories

7/16/2015
9.2 User Reprints One or More Items from the Queue
User Story # Story Action
US063 A user reprints items that have already been printed, from the print queue.
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9.2.1 Wireframes
9.2.1.1 User Selects Documents for Reprinting
Receive Fulfill Admin Reports Search
Worklist
Exceptions/Holds Workgroup: tereckserleckes fne srvss grovies Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles ® Al to Apply Filters
Generated Docs Charities Trusts Fundraisers Summons & Camplaints All
. Clear Filters
In thls user StOfy, some queued View: ALL (I my Item Order Queued Printed Entity (_ ALL search:
documents have already been
printed (see arrows), and the user _
Select Al View Print Email

selects to print them again.
Printed documents can be re- r— Order Bowie D8 appiicabla® | Eavity Name Sarvica Type Receive Date Searus
printed when necessary.

ITEM 3570001 000-000 000-000-000 LUNCH BAG LLC LLC - New Formation 00/00/00 Queued
ITEM 3570003 000-000 000-000-000 MIKES MOUSETRAP Profit Corp - Annual Report 00/00/00 Queued
ITEM 3570004 000-000 000-000-000 BAREIE AND KEM INC Profit Corp - Annual Repart 00/00/00 Queued
ITEM 3570007 000-000 000-000-000 MARY LITTLE LAMBS MNonprofit - Amendment 00/00/00 Queued
+| ITEM 3570008 000-000 000-000-000 NAMES WILL COME Summons & Complaints 00/00/00 Printed

&=
&=

+| ITEM 3570010 000-000 000-000-000 HOQVER FICK UP LLC - Annual Report 00/00/00 Printed

Staff Console User Stories.Docx 216



Corporations and Charities System

Staff Console User Stories

Receive Fulfill Admin Reports Search
Worklist
Exceptions/Holds WoOrkgroup: (check box ncked i no sccess grancea) Date Range:
Corporations Trademarks Doc Requests Domestic Partnerships Apostilles ® Al ta Apply Filters
Generated Docs Charities Trusts Fundraisers Summons & Complaints All
Clear Filters
. . Search:
A user can also create print View: () aw () way liem () orcer Queved () Prinzza Enzey () ALt
jobs that include both
Faginats?
queued do_cuments and Select All View Print
already printed documents
(See arrOWS) . ITEM ID Order Expedite Entity Name Service Type Receive Date Status
+~| ITEM 3570001 000-000 000-000-000 LUNCH BAG LLC LLC - New Formation 00/00/00 Queued
ITEM 3570003 000-000 000-000-000 MIKES MOUSETRAP Profit Corp - Annusl Report 00/00/00 Queued
ITEM 3570004 000-000 000-000-000 BARBIE AMD KEN INC Profit Corp - Annual Report 00/00/00 Queued
+| ITEM 3570007 000-000 000-000-000 WARY LITTLE LAMES Nonprofit - Amendment 00/00/00 Queuved -
+~| ITEM 3570008 000-000 000-000-000 MNAMES WILL COME Summons & Complaints 00/00/00 Printed -
ITEM 3570010 000-000 000-000-000 HOOQVER PICK UP LLC - Annual Report 00/00/00 Printed
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9.2.2 Non-Ul Requirements
There are no non-Ul requirements for this user scenario not already detailed in Section 9.1.2.1 on page 214.
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9.3 User Saves Changes to an Iltem That Has Already Generated a Queued Document

User Story #

Story Action

uSs064

A user edits a work item from which documents have already been generated and queued for printing.

9.3.1 Wireframes

There are no wireframes for this user story.

9.3.2 Non-Ul Requirements

9.3.2.1 System Replaces Earlier Version of Any Queued Document

If a document has been generated for a work item and is currently queued for printing, and the work item is edited and a new version
of the same document is generated, the new version of the document replaces the previous version of the document in the print

queue.
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9.4 User Generates Documents for an Entity That Has Already Had Generated Docs in the Queue

User Story # Story Action

uSs065 An entity has already had documents generated for it for one work item, and those documents are
currently queued for printing. A user generates documents for another work item for the same entity.

9.4.1 Wireframes
There are no wireframes for this user story.

9.4.2 Non-Ul Requirements
9.4.2.1 Queued Documents Are Grouped By Entity ID

If multiple documents are generated for a particular entity and recipient from multiple work items, even at different tims of the day or
on different days, all queued documents for the entity and recipient are grouped together in the queue, so that they will print together
and can be mailed together.
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10 PHONE TEAM USER STORIES

10.1 User Fulfills a Customer’s Form Request

User Story #

Story Action

US051

A user receives a request from a customer for a particular form (e.g., a phone call for a Reinstatement
form). The user generates the form and sends it to the customer.
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10.1.1 Wireframes
10.1.1.1 Access Customer’s Entity Profile
Receive Fulfill Admin Reports Search
Al
Entity | Entity Name
Entity Home | Searchresults | Entity Profile title
d .
oreer Logic 20/20. Inc
[tem
5 . Status Active
'aymen
UBI Number 602583146
The user accesses the e Type -
customer’s entity profile as Sate ¥ incorparation WA
already detailed in Section 8.2.1.2 WA Rling Date 12/1902005
on page 195. Expiration Date 12/31/2014
Inactive Date
The user selects the Generate Suration —
Form button (see arrow).
Nature of Business Consulting
Registered agent information
Agent Name GEORGE S HOLZAPFEL
Address 601 UNION ST STE 2600
City SEATTLE
State WA
ZIP 981014000
Governing Persons
Title Name Address
President, Director O'meara Christian SEATTLE , WA
Secretary Jones Travis SEATTLE , WA
—
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10.1.1.2 Generate Form for Customer
Receive Fulfill Admin Reports Search
All
Entity Entity Name
Entity
Home | Search results | Entity Profile title
d .
oraer Logic 20/20. Inc
Item
Status Active
Payment
UBI Number 602583146
Type REG
In the SeI’Vice I|St (See arI’OW), State Of Incorporation GENERATE FORM
the user selects the service WA Filing Date 1
correspondlng to the form that Expiration Date Category Subcategory Service
the customer is requesting. nactive Date
The user then selects the Duration
appropriate bUttOﬂ to queue Nature of Business
the form for printing, view the
form, email the form, or print Regslersdspsntinformetion
the form |0ca”y_ The user Agent Name Queue for Printing View Email Print for Me
most likely would select View Address
first to confirm that form City
contains the customer’s State wa
correct information. zp 981014000
When the user selects a Governing Persons () cotapseal (&) Expandall
button, the system generates
a copy of the form pre-filled Tie Hame Address
W|th the CUStomer’S President, Director O'meara Christian SEATTLE . WA
Secretary Jones Travis SEATTLE . WA

information.

Rk b e e PR P

Add/view Notes Update Profile
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10.1.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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10.2 User Enters a Balance Due Payment on an Order

User Story #

Story Action

uS052

A user receives credit card information from a customer to pay a balance due on an order. The user
accesses the order, enters the credit card information, satisfies the balance due on the order, and the
system clears the balance due exception.

10.2.1 Wireframes

10.2.1.1 Search for and Find Customer Order
The user searches for the customer’s order as already detailed in Section 8.4.1.1 on page 203.

10.2.1.2 Open Customer Order and Enter Payment Information
The user opens the customer’s order as already detailed in Section 8.4.1.2 on page 204.

The user enters the payment information for the customer’s balance due, as already detailed in Section 2.1.2.2 on page 5.

10.2.2 Non-Ul Requirements
There are no non-Ul requirements for this user story not already detailed in earlier sections.
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10.3 User Intercepts an Unprocessed Filing That Was Received as Paper
User Story # Story Action
uSs053 A user is contacted by a customer who has submitted a paper filing via mail, and after submitting it

realizes that they have made an error on the filing. The customer wishes to correct the information before
the filing is processed, and submits the corrected filing document directly to the user. The user searches
for the filing and determines that it has not yet been fulfilled. The user opens the item, replaces the original
filing document with the new one, and saves and closes the item.

10.3.1 Wireframes

10.3.1.1 Search for and Find Customer Work Item

The user searches for the customer’s work item as already detailed in Section 8.3.1.1 on page 199. The user confirms that the work
item’s status is not “Completed.” (If the status were “Completed,” the customer would need to file an amendment to make the

correction.)

10.3.1.2 Open Work Item and Replace Filing Document
The user opens the customer’s work item as already detailed in Section 8.3.1.2 on page 200.

The user attaches the updated filing document as already detailed in Section 3.2.2.3 on page 63.

The user saves and closes the work item.

10.3.2 Non-Ul Requirements
This user story leverages the document replacement requirements already detailed in Section 6.6 on page 159.
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11 REPORTING USER STORIES
11.1 User Selects, Configures, and Views a Report
User Story # Story Action
US056 A user selects a report to display, configures the report’s settings, and views the report.
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11.1.1 Wireframes
11.1.1.1 Select a Report Category
Receive Fulfill Admin Reports Search
Intake Services Requested Requests per Division Financial Reports Exception Types Orders & Item Counts
Front Counter
Exceptions REPORT A Print
Fulfill
Delinquencies
Print Queue
Entities
The user begins by selecting a
report category from the left-hand
tabs (see arrow). The possible
report categories modeled here
are:
¢ Intake
e Front Counter
e Exceptions
o Fulfill
¢ Delinquencies
e Print Queue
o Entities
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11.1.1.2 Select a Report Type
Receive Fulfill Admin Reports Search
Intake Services Requested Requests per Division Financial Reports Exception Types Orders & Item Counts

Front Counter

Exceptions i
P REPORT A Frint

Fulfill

Delinquencies

Print Queue

Entities

The user then selects a report
type (see arrow). The possible
Intake report types modeled
here include:

e Services Requested

e Requests Per Division
e Financial Reports

e Exception Types

e Orders & Iltem Counts
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Receive Fulfill Admin Reports Search
Intake Services Requested Requests per Division Financial Reports Exception Types Orders & Item Counts

Front Counter

Exceptions i
P REPORT A Frint

Fulfill

Delinquencies

Print Queue

Entities

The possible Front Counter
report types modeled here
include:

e Services Requested

e Requests Per Division
e Financial Reports

e Exception Types

e Orders & Item Counts
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REPORT A
Fulfill

Delinquencies

Print Queue

Entities

The possible Exceptions report
types modeled here include:

Exception Types
Exception Statuses
Customer Contact Method
Exception Resolution

Orders & Item Counts

7/16/2015
Receive Fulfill Admin Reports Search
Intake Exception Types Exception Statuses Customer Contact Method Exception Resolution Orders & Item Counts
Front Counter
Exceptions Print
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Exceptions
Fulfill
Delinquencies
Print Queue

Entities

7/16/2015
Receive Admin Reports Search
Intake Worklist Items Entity Type Doc Type Aged ltems Services Fulfilled Orders & Item Counts

Print

The possible Fulfill report
types modeled here include:

e Worklist ltems

e Division

e Entity Type

e Doc Type

e Aged Items

e Services Fulfilled

e Orders & Item Counts
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Receive Fulfill Admin Reports Search

Intake Delinquent Entities  Delinquent Filing Types

Front Counter

Exceptions i
P REPORT A Frint

Fulfill

Delinquencies

Print Queue

Entities

The possible Delinquencies
report types modeled here
include:

e Delinquent Entities

¢ Delinquent Filing Types
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REPORT A
Fulfill

Delinquencies

Print Queue

Entities

The possible Print Queue
report types modeled here
include:

Queue Items
Division

Entity Type

Doc Type

Creation Timestamp

Printed & Mailed ltems

7/16/2015
Receive Fulfill Admin Reports Search
Intake Queue ltems Division Entity Type Doc Type Creation Timestamp Printed & Mailed Items
Front Counter
Exceptions Print
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Receive Fulfill Admin Reports Search

Intak: . . .
nteke Active Delinquent Merger Dissolved

Front Counter

Exceptions i
P REPORT A Frint

Fulfill

Delinquencies

Print Queue

Entities

The possible Entities report
types modeled here include:

e Active
e Delinquent
e Merger

e Dissolved
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11.1.1.3 Configure the Report

Receive Fulfill Admin Reports Search
Intake Services Requested Requests per Division Financial Reports Exception Types Orders & Item Counts
Front Counter
Exceptions REPORT A Print
Fulfill
Delinquencies ‘
Print Queue

Entities

The user configures any
available report settings, located
at the top of the report tab (see
arrow). Settings will vary by
report, and requirements for
these will be determined during
the development phase of the
Corporations and Charities
System.
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11.1.1.4 View the Report
Receive Fulfill Admin Reports Search
Intake Services Requested Requests per Division Financial Reports Exception Types Orders & Item Counts

Front Counter

Exceptions i
P REPORT A ‘ Frint

Fulfill

Delinquencies

Print Queue

Entities

The user views the report data,
shown on the remainder of the
report tab (see arrow).

The user can print a copy of the
report by selecting the Print button
(see arrow).
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11.1.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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12 ADMINISTRATION USER STORIES
12.1 Administrator Creates User Permissions
User Story # Story Action
US066 An administrator creates user permissions.
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12.1.1 Wireframes

12.1.1.1 Create New User Permissions

Receive Fulfill Admin Reports Search
Users 1
Admin Reports Search: Create New User Create New Permissions/ Restrictions User Activity Report
USER DIVISION Permissions/ STATUS
On the Users tab (the default Restrictions
Admin ViEW), the administrator USER NAME Doc Specialist Parmissians/ Restrictions Active OPEN Grders/ltems
selects the Create new USER NAME Charites Permissions/ Reswrictions Inactive OPEN Orsersiiems
Permissions/ Restrictions button
USER NAME Admin FC Permizsions/ Restrictions Inactive OPEN Orders/itams
(see arrow).
USER NAME Front Counter Permissions/ Restrictions Active OPEN Crders/ltzms
USER NAME Division Permissions/ Restrictions Active OPEN Orders/icams
USER NAME Division Permissions! Restrictions Active OPEN Orders/item=
USER NAME Division Permissions/ Restrictions Active OPEN Orders/items
USER NAME Division Permizsions/ Restrictions Active OPEN Orders/ftems
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Receive Fulfill Admin Reports Search
Users
Admin Reparts Search: Create New User Create New Permissions/ Restrictions User Activity Report
USER P! CREATE NEW PERMISSIONS/ RESTRICTIONS
The system displays the USER NAME o N Ordsrsitarns
Create New Permissions/ USER NAME c Restrictions Name PR Type: T
Restrictions modal.
. USER NAME A Permisslons/Restricitons Type Status: Ordersfizems
From this modal, the Tpe Specific
A USER NAME Fi Orders/itams
administrator can select a “ 8 ¢
new type of permission or USER NAME P . F . S
restriction that has not USER NAME 5 Orders/iers
already been created. USER NAME 5 oo Detete el e
USER NAME D Orders/ltems
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Receive Fulfill Admin Reports Search
Users
Admin Reparts Search: Create New User Create New Permissions/ Restrictions User Activity Report
USER P! CREATE NEW PERMISSIONS/ RESTRICTIONS
The administrator enters a name USER NAME . I
for the permission/restriction permissions/ . w Jurisdiction
I f ] USER NAME C Restrictlons Name Jurisdiciton Restrictions P/R Type: e —
selects a type o roersrems
permission/restriction, and then USER NAME 2 Permissions/Restricitons Type Status: Grdaries
selects the appropriate type USER NAME . Ty Specic . Orers/izams
status or statuses. vasningzen | Fersn e
USER NAME o Orders/icemns

Tf_\g admlnlstrator_ sele(_:ts the USER NAME . T _—
initial users to which this Deor Mo b

. . . ser Name Here rder: ms
permission should be assigned, USER NAME ° s | S
and selects the Apply to Users USER NAME o User Name Hera Ordersfiterns
button. User Name Here

User Name Here -
The user selects the Save
button to finish creating the new Apply to Users
permission/restriction.
Save Delete Cancel
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12.1.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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12.2 Administrator Creates a New User in the System
User Story # Story Action
uso067 An administrator creates a new system user.
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12.2.1 Wireframes
12.2.1.1 Create a New User
Receive Fulfill Admin Reports Search
Users
Admin Reports Search: ‘ Create New User Create New Permissions/ Restrictions User Activity Report
USER Di
The administrator clicks the USER NAME:
USER NAME D Orders/iems
Create New User button (see POSITION: ABILITIES:
arrow). USER NAME € Ordersiierms
. USER NAME A Permisslons/Restricltons: Orders/lcems
The system displays the user Coregons:
Creation modal_ USER NAME Fi Corporstians Trademarks Doc Requests Demestic Parmerships Apostilles RA Qrdensilcens)
USER NAME o Charities Trusts Fundraisers Summans & Complaints Entity | Al AT
USER NAME o : ‘M;a.il Intake Front Counter Fulfill Exceptions Ordersiiters
USER NAME D = 9; ption A Option B Option C Option D Orders/ltems
USER NAME D Orders/iems
Save Delete Clase
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12.2.1.2 Enter the User’s Information

Receive Fulfill Admin Reports Search

Users
Admin Reports Search: Create New User Create New Permissions/ Restrictions User Activity Report
USER DI
The administrator enters the new USER NAME: | Warfe Lang
s .. R USER NAME D Orders/ltems
users name, posltlon, and abllltles_ POSITION: Document Specialist ABILITIES: | Corparations, Charities, Notarize
Abilities is optional, but it allows the VSER NAME ° Ordeefoame
administrator to note a particular USER NAME & Permisslons/Restricitons; Orcersitzms
) H Category:
users Skllls= knOWIedge= and/or USER NAME F gEDrporau’uns Trademarks Doc Requests Domestic Partnerships Apostiles RA i ersdems
eXpertISe USER NAME o .Eharmes Trusts Fundraisers Summons & Complaints Entity | Al Orders/lcerns
The administrator selects, via USER NAME 5 T vaitinake [ FromcCounter ] Fulfl ] Excepions e —
checkqu, from pre-existing USER NAME b T eptens 7] omons - - Orcersiams
permissions and restrictions what
Crders/ltems
the new user can access. USER NAME v
The administrator clicks Save to s Dl Close
save the user information and close
the modal.
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Receive Fulfill Admin Reports Search
Users
Admin Reparts Search: Create New User Create New Permissions/ Restrictions User Activity Report
.. USER DI
The administrator can also useRnAME: Varie Lang
delete a user when needed, by USER NAME D , A e
. POSITION: Document Specialist ABILITIES: Corporations, Charities, Notarize
selecting the Delete button. USER NAME G Ordersicerns
They system displays a dialog USER NAME A Restrct T
. Coregory: o
bOX prom ptlng the user to USER NAME E gcmpom_ws : Are you sure you want to delete this user? _— N A=
confirm deletion of the user. Crariies 1 T s
USER NAME D i Delete Cancel i
USER NAME b Mail Intake P —
Other
USER NAME b Option & | option® Option © Option D Crders/items
USER NAME ] Crders/icerns
Save Delete Close
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12.2.2 Non-Ul Requirements

12.2.2.1 Cannot Delete a User That Has Open Work Items

If a user has one or more open work items, the user account cannot be deleted. The administrator must first close the user’s open
items, as detailed in Section 12.4 on page 252.
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12.3 Administrator Searches for All Open Items and Orders for a User
User Story # Story Action
US069 A user has left open work items or orders that need to be closed (e.g., a user suddenly left the office sick
or was called away). An administrator searches for all of that user’s open items and orders.
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12.3.1 Wireframes
12.3.1.1 Search for User’s Open Iltems

Receive Fulfill Admin Reports Search

Users

Admin Reports Search: Create New User Create New Permissions/ Restrictions User Activity Report

USER DIVIS|

The adm|n|strator Selects or USER NAME Dac Specialist Permissions/ Restrictions Active
searches for the user for whom USER NAME Doc orpeS e -

OPEN ITEMS/ORDER:

they want to locate open items or USER NAME Char OPEN Orcinraliamns
ITEM/CRDER # IN PROGRESS SERVICE TYPE RELEASE
orders. Once found, the USER NAME o S S ‘ e
administrator selects the Open [TEM/ORDER # e sERceTE —
Orders/Items button for that that USER NAME Pl TEMVORDER # e senuce s Rt R
user (see arrow), provided that USER NAME Divs OPER I erS Retre|
the user has any open items or USER NAME ol TISTORY: (today) T
Orders If the user has no Open USER NAME Divisi fTEORaER e ST OPEN Orders/lrems
items or orders, the button is ITEM/ORDER # BcsTONQUEE  seruice TR
d|sab|ed . USER NAME o ITEM/ORDER # FULFILLED SERVICE TYPE ORER O e

The SyStem displays a modal Expand: USER ALL HISTORY
listing the user’s open items and
orders, and the user’s work
history for today. The
administrator can also view all of
the user’s past work items or
orders by selecting the Expand:
User All History button.

Close

The adminstrator can open any of
these work items or orders by
selecting the item or order
number, which opens the
appropriate work item or order
entry screen.
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12.3.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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12.4 Administrator Accesses an Open Item and Closes It
User Story # Story Action
uSso070 An administrator closes a work item that a user has opened, so that another user can open and complete
the work item.
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12.4.1 Wireframes
12.4.1.1 Close a User’s Open Work Item
Receive Fulfill Admin Reports Search
Users
Admin Reports Search: Create New User Create New Permissions/ Restrictions User Activity Report
The administrator opens the modal ustR VS USERNAME  DocSpecidlist Permissions/ Restricions  Active
displaying a user’s open items and USER NAME Doc OPEN Grdersiiems
orders, as already detailed in USER NAME crar O [TEMS/ORDER:
Sect|0n 12 3 1 1 On page 250 ITEM/ORDER # IN PROGRESS SERVICE TYPE RELEASE
T ’ USER NAME Adm OPEN Orders/ltems
. ITEM/ORDER # HELD SERVICE TYPE RELEASE
The administrator selects the USER NAME Forl  rEM/ORDER # e R peLesse OFEN Orgersiiems
Release button next to the item or ; —
- USER NAME ivisi rders/trams
order that they wish to close. .
USER NAME Divis HISTORY: (teday) OPEN Orders/itsrns
ITEM/ORDER # FULFILLED SERVICE TYPE
USER NAME Divisi OPEN Orders/ltems
ITEM/ORDER # EXCEPTION QUEUE SERVICE TYPE
USER NAME Divisi OPEN Crders/ltems
ITEM/ORDER # FULFILLED SERVICE TYPE
Expand: USER ALL HISTORY
Close

Staff Console User Stories.Docx

253



Corporations and Charities System Staff Console User Stories
7/16/2015

12.4.2 Non-Ul Requirements

12.4.2.1 System Removes User’s Active Status for Work Item or Order
When an administrator closes a work item or order for a user, the work item or order no longer has an Active status for the user. The
item or order is saved in its current state and the appropriate status is assigned to the item or order. If the work item is incomplete, it

will be displayed in the Exceptions queue.
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12.5 Administrator Changes Read-Only Data for a Filing

User Story # Story Action
uso71 An administrator changes read-only data for a completed filing.

12.5.1 Wireframes

12.5.1.1 View User’s Open Items
The administrator locates the user and selects to view the user’s open items, as already detailed in Section 12.3.1.1 on page 250.

12.5.1.2 Open Completed Work Item

The administrator selects the desired work item from the user’s history. The system displays the item, and the administrator makes
the necessary change to the data.

12.5.2 Non-Ul Requirements
12.5.2.1 System Tracks All Data Changes to Completed Items
The system maintains an audit trail including a history of all changes that are made to previously completed work items.
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12.6 Administrator Selects, Configures, and Views Admin Reports
User Story # Story Action
uso78 An administrator selects, configures, and views Admin reports.
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12.6.1 Wireframes
12.6.1.1 View Available Reports
Receive Fulfill Admin Reports Search
Users Reparts: ()MINE () ALL
Admin Reports S Create Report
REPORT TYPE CREATION DATE CREATOR TITLE HERE TITLE HERE
The Agjmln Reports tab allows REPORT A 00/00/00 USER CREATED Info Here Info Here Inf Here
administrators to manage and
.. REPORT B 00/00/00 USER CREATED Info Here Info Here Info Here
create reports. The administrator
can view and/or search all REPORT C 00/00/00 USER CREATED Info Here Info Here Infa Here
reports, or just their created REPORT D 00000 Jsmithson Info Here Info Here o Here
reports . REPORTE 00/00/00 K 5twene Info Here Info Here Info Here
REPORTF 00/00/00 P Francuz Info Here Info Here Info Here
REFPORT G 00/00/00 ] smithsen Info Here Info Here Info Here
REPORT H 00/00/00 ] Smithsen Info Here Info Here Info Here
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12.6.1.2 Print or Delete a Report
Receive Fulfill Admin Reports Search
users Reports: () MINE () ALL
Admin Reports o Create Report
REPORT TYPE Print Close Delete Report

The administrator selects a
report’s name. The system
opens a modal displaying the
report information.

From this modal, the
administrator can print or delete
the report.

REPORT A

REPORT B

REPORT C

REPORT D

REPORTE

REPORTF

REPORT G

REPORT H

REPORT A - 00/00/00 - CREATOR NAME
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12.6.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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12.7 Administrator Creates Report Type and Configures Report Rules
User Story # Story Action
US072 An administrator creates a report type and configures the report’s rules.
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12.7.1 Wireframes
12.7.1.1 Create a Report

Receive Fulfill Admin Reports Search

Users — l

Rep: MINE ALL
Admin Reports Search: DB

REPORT TYPE CREATE/EDIT/DELETE REPORT
The administrator creates the N
reports that are accessible via Report Name
the Reports interface detailed in REPORTE _
Section 11 on page 227. REPORT € Repert Type Filters
The administrator begins REPORTD
creating a report by selecting REPORT E
the Create Report button at the REPORT F
top of the Admin Reports tab

REFORT G
(See al’I’OW) Save Cancel Delete

) REPORT H - ane

The system displays the

Created/Edit/Delete Report
modal. The administrator enters
a name for the report in the
field provided. The report type
is a drop down consisting of
Reports tab titles (see Section
11 on page 227). The Filters
drop-down list contains filter
options based on the report

type.
The administrator selects the

Save button to finish creating
the report.
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12.7.2 Non-Ul Requirements
There are no non-Ul requirements for this user story.
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Project Agreement
Signatures

The signatures below indicate the conceptual solution architecture model was reviewed by all
parties and agree with its content.

Enterprise Architecture Office
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